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- FOREWORD
ten yeags ‘siAce the first edition ©of this Famxly Pfam'ﬁdg Cjassx-v
tica, many more population/fam:ly planning libraties have com‘e into
istence, a substantial number of them with the assistance of f

lonely task 1t once was<o revise each edition. The userg of the Manaual
'u'wé @assmcauon. within the Planned Parenthood Federation and also
_in other agencies, both here in the United States and abroad, have begen
con'esponﬂng with mé over the years, offering und asking for suggestions,

all of which, in one form or another, have eventually beenuecorporated
into the classification scheme, thus contributing much to its de\rflopméh’(.

3

In the three years since'the last ed:tion, a great many of_those who use’
the “classification schéme have Miso visited the l\athdrmo Dexter_
McCormick berar!.., The tant exchange of ideas during these visits
has been responss for the more detailed extension in breadth and
expansion tn depth.ﬁf the Manual, the Classification and the Index. It is
wnh/muq‘h/pleasme therefore. that | acknowledge with thunks all those,

some of whom l?&ﬁ»e come to know, gthers of whom I have never seen,

who have 1n this way shared (hex' experience with me. : 3

Brevious editidns of the Library Manual have not included information
N‘aabout the handling of audiovisusl materntals within a library setting.
Fortuna!ely for this edition, We have been uble to draw on the ability,
the experience and the intelligence of Lisbeth R. Olton, Lilwarian at the
F‘amxly Planning Training Instityte of the Planned Parenthood Asso-
ciation, of Maryland, who has written the sections having to do with
audiovisugl materials Not only am | grateful to her for this much-needed
additiond information, but [ am also appreciative of her many thoughtful
suggesgions which helped o mproxe other p;rts of the Manual and the
Classification. . /7

For the Classification and Index. | am indebted to Glorna Roberts,
Reference Librartan of the Katharine Dexter WcCormick Library, for
sharing with me the wisdom she gained {rum her extensive use of the
classification scheme in preparing. each month, CURRENT LITERATURE
IN FAMABY PLANNING | also wish to thunk Josephine Krinsky:
Acquisttions Librartan, who so uhly ussisted with the adaptation of the
Book Classifications

If there are uny shortcomings, 1 reserve for mysglf sole responsibility for
them
A}

Blanche Herowity, J D, ML.S
. Directar, Library Serv €S
. ! « A Kathanne Dexter McCon

o

/editions of the Library Manual and Classification. ‘No longer 1s At !he -
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vh uteruk‘.mhcatu either a sub)ect or a Classnhc;uon ‘Number 7
!hn mfv to t&u edmon . L Lo A .

4

g ﬁ-»'ﬂl! lectlnlll eunuhu; tﬁe Index, lhe Book Classxhcauon and
e W Claumcattm have begn placed first in this Library Manual: .
P they probably will be:gsed on a‘daily besis. On the other hand,
w to Stast & Family lemag Library."* after1t has been read, will
probtlUly “he uod only occasl.mmlly for refetpnce puposes, and there-
fore has been p!md in the lut secuon althongh no doubt it will be
-read fmt by many. oo -

o~ -

A

3. The Index and_the VF Clasnfxatlon should akways be used toge(her ]
The Index it an alphabetical guide to the VF* Classification Number
of the sub;ecx being searched, which, once determined, leads to the

ject s ponfim within the VF Classﬂ'watlon where the entire range

~ oflelata subjects is dn,spltyed In addmon the Index, by see also

" . refefences, leads to other subjects in the VF Classmsﬁuon which .
ble searcher may find useﬁﬂ too :

- - R

-

»

" 4. To search .for a subject in the lidex requires your “teanslating”’
’ nhat subgect into the terminology of the Index and Classification. To
. assist yhu several entnies for the same subject have been supplied
by the usé of synonyms, but it 1s net always poss;ble to anucq’tte
th*xact tenguage of the user. . .

. . I .

o

This is a rather small cf ification “system, s0-it 1s possible, and

algo. advilable, to familiarize yourself with its vocabulary before °,

, trying to classify. To help you understand,ow the terms are used,
_ there is a glossary of terms on page 83. Additional definitions if the .
. fotm of scope notes appeur i the VF Classnhcauon’ alter many of the

terms.

S. The Book. Classlhcnmn was adapted frum the VF Classification and
thus they, are closely related. However, thege e some minor dif-
ferences, which can easily be understood on examination. The Book
Classification has fewer subjeet numbers, each one of which covers a
wider subject area than its corresponding VF Classification Number."
. The VF Clusnﬁcauon because it is spelled out in much more detml
for each subje¢t, can be consulted as an 1 in determining the proper
Book Classification Number Lt

3 Yo
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6. There are very few chunges uGlassmcanon Rumbex from the’ premous
: edition: -3.27 1s now 731 12 z2110'is now 289 and all the81

. subdivisions (8.1] Phys;cz:ms 8.12 Nutses; ete. Ltetam only thc 8.1

part-of the numbet andAhese fGlders aje now arsanged in alpbabetical

order according to professxq& Once these changes haug been: made, it
..is best 't discard the former edmon to avoid confusion.

All the other asterisk®*-marked numbers indicate e.xpansi'bn of already

existing Classification Numbers or subjgcts, M you already have

numbered folders tor them and add them to ydur Vertical File col-

appropriate to these numbers and ‘br sub)ects then supply the properly
é&ture. add numbered

lection 1n the correct numerical positton. Int
folders for new ma‘,texlalf; as.you collect them.
7. 1If you have su ‘7m10ns T ch?ngqé’ or additions to.eqthér the Book
Classification or the VF Clasysification, 1t will enhance the retrreval
cupabilities of your own lxbr'ary", as well ag those of other librartes. 1f
you use the KDM Lbrary as 4 c‘&eanng?o'usc by reporting the sug-
_ . gestions so thut they cun be incorporated into the' Classification. '
= P . , .
The use of- CURRENT LITERATURE IN FAMILY PLANN1NG\and the
.~ published bibliographies, A SMALUL TIBRARY IN FAMILY PLAN-
v )Nl\(.. and A SELECTED BIBLIOGRAPHY, wp!l do ‘much to facilitate
“"Yhe work of less‘lfymg once . th( INDEX and the CLASSIF'CAT]ON

are. undc st .
> : ‘ ,

e

"-'v:Futuve ch,un&s or addmun¥ in the Bf)(jk Llassification or the Vettical
' File (VF) Classification.will be noted ta future editions O{\CURRENT
', LITERATURE IN FAYILY PLANNING. the monthly classufjed review

U /6 of literuture pabliwhe the Kathgrine Dexter McCormick Library.
» These chingesd and addmuns will also be andicated by an-asterisk®.
. e )

.\ 8 Ma]or famllv phnmng and birth control subjects in the KDM Library
Cld\slf:catlon ate capttalized in the Index to facihitate scannmg of

terns. * .
A ]
. -
\
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journal articles. repornts or other documents 1n the vertical file drawers -
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Legislation - . :

U.S Congress . . 4.4
' stetes and local 'gov'ts - L . 4.34
"Licensing of climcs . ) 1287
*Low birth wejght ) 312.2
*LOW DOSE PILL S ' 211
‘Low-income T . .
Poverty 3.23
Medically indigent = - : ’ 3721
Unmet needs T 3.91
‘N
Mailability of contraceptives i L . 276 .¢
Male attitides ' ) , 3.61.2*
. " see also Emotional aspects  © . 314
» Male methods . .o
‘s gee Contraceptive tese‘l T . 2.61
CONDOM : : ; © 238
STERILIZATION 241
"Male sexuality ) o 7.3 -
Malpractice ) . 2827
Malpractice insurance ’ - 167,
_ Manpower, FAMILY PLANNING «3.10
~ " Manuals on procedures, medical standards, equipment 2.83 .
/ grital status - . . -
‘. Requirestent for public funds . ©.4.33.2
" PPFA policy statements : ' 1.2
*Rights of unmarried women a‘ e ’ 2.74% -
Marketing of contrgceptives <t 7 2.16 -
Marrisge and marriage counseling . 7.1
*  see also Legal statas, Genetics . 2.75*
*Mass media . 8.4
*Masturbation - 7.31.11°
*Matemnal age , . 3.11.21°
. Matemal health _ : . ) “an
Matemal mortality _ : 311.1*
see also Medical indications . . 2.15
. Matemity care ) - 3t
5, MEDICAID (TITLE XIX) and MEDICARE 3?’
. see also Legislation 4.4
. Funding . 3.94

‘o 10 L
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MEDICAID payments (as clinic fee) ‘
Medical indications for CONTRACEPTION °
Medical research (contraceptives) | . N
Medical standeards, clihic services
Medical status of CONTRACEPTIVES
Meetings, FAMILY PLANNING
 Government palicy ‘ .
Marriage and family ’
Y PPFA .
'Popul ation
Sex and sex educstion
‘Mensrche
Menop suse -
*MENSTRUAL EXTRACTION
“Meastrustion . v
Mental heatth
‘Mental hospitals
Mental retardation
Methodology .
KAP studies =~ °
FAMILY PLANNING plogt-ns

** Mexicat Americans
Mldnven

see Education for professionals Nuu&rmdwlves '

Treining

Migrents )

“Mini-laparotomy i _
. *NINIPILL -
Minority communities

Minors '

see PPFA policy
Rights

. TEENAGERS
Mobile units

Morbidity and mostality
ABORTION
HDs ¢
ORALS
STERILIZATION ‘ . !

, Morning- after Pill (postcoital)

Mirtality rates
US A
World

Motivation - -
soe also POPULATION CONTROL 1=

15

3

o

.INDEX

2.81.1 .
,2.15
"2.61

5.21
5.11
3721
5.61.2%



INDEX '
“ o N L}

N .
National Academy of Sciencés

~ National Confeunce on Family Planning (PPFA) Wash. 5/66

* National Ipstitute of Child Health and Human Development

National health insurance

National Institutes of Henlth
* *Natural childbirth
*Natural family plmmng .
Npmrd regources ) R
N.vy~(-tf<')0 (Defensé Dept ) '
Negroes .
see Black commuhity
see also KAP studies .

Religious views
Neonatal mortality

7. New York Academy of Medicipe -

soe Statements in support of FAMILY PLA‘W!NG

N;v,bq:et polls
soe KAP studies
Nidation
Nurses
‘see Educqtion for professionals
KAP''studies .
*Rights .

Traaning

_ Nurse-midwives -

see Education for professmnnls
*Rights” -
Trmning .
Nurse-practitioners (or chimicians)
see Education for professionals
*Rights
Training
Nwtnition and malnutntion
* see also Food
®Orals - Vlt-nm deficiency
. )
o 3
“Obscénity _
*Open marnage
ORAL CONTRACEPTIVES
see also Bio-medical research
-~ FDA ‘
Acceptance
. Pdduction

'-.

4.21 NAS
4.5

k|

4.21 NICHD
4. 21 NIH .
2.6

213

531

4.21 USA*

3.31.1

361.2¢ .

6.14" .
B )

‘3.51 '

3.6l

2.6

8.1*
36120 -
2.74
3.75

8.1*
2.74*
3.75

8.1°
2.74%
3.7¢
3123
5.31
2.11.13

7.31.12*

7.1

2.11

2.61

25

3.72

2.6 o

.-,



Organizations
* Other than PPFA _
see alg Communities
Orgasm

Out n’h

¢

. spe Communication and motivation {tecmltm;nt of patients)

Location of clinics
~  Indigengus workers
Ovetrcrowding

*Ovul stion . i
P B o
Pap smears

S Parsprofessionals

“Parents’ nghts

. Patient recruitment

*Patients’ rights
" Périnstal mortality : .
Personnel - '
Training of clinic
soe also mpecific categones:
’ . Administrators

..

g

- Nutges, Physicians etc.

" *Pharmacists
see also Marketing
*Physically handicapped
Phymcisfis. - ) )

!h: sve Education for professional s

KAP ‘studies
*Rights
Training
*PILL-A-MONTH
. PILL, The
see also Acceptance
Bio-medfcal. research
FDA

Y

Production
PLANNED PARENTHOOD FE76
{PPFA)
Polgar-Uryfoos-Varky formula
Unmet needs
Policy statements
ABORTION
FAMILY PLANNING
. Government
PPFA

L

* .

ERATION of AMER|CA, Inc.""

-

" INDEX
or

1.9
33
‘7.31.13‘

3721
3.73.1
375 .
5.35

2.6

2.88 ©
3.7
2.74%
3.72.1 |
274 -
N

,

375 .,
KA LN
8.1
8.1*
2.16
3.13:2*

81°
3.61.2*
2.74%

3.75

211

21 -
3.72

2.61

25

2.16

1.
391

235
3.51

w4
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" Polls
sge KAP studies, .
Pope's Population Conmuno;\
- see Catholics
" POPULATION
POPULATION CONTROL
see also KAP studies
SPOPULATION -EDUCATION
also Popnlotnon (papul ar level)
ULATION, U.S.A°’
'Pomo;rqhy ‘
*Postsbortal CONTRACEPTION
*POST-COITAL PILL (DES)
see also Cancer, cervix
Posters
*Post-operative sex -
& *Postpartum settings ,
Pregnancies
for fetus/infant
Risk for mother/fetgp/infint
Maternal sge
Nutrition and mdnugnhon
seo also Drugs and drug alfuse
College students
Teenngdls
Pregnancy temination
Production of CONTRACI-;PTIVES
Pro)ecnonl. popnlahon growth
- U.SAS
* Word
PROSTAGL ANDINS
As abortifacient
Prosgjtution
(formerdy 3.27)
Protestant views
BIRTH CONTROL ¢
" Sex and sex pducation
Psychiatric, !ychologxcd
emotional aspects
. Psychic depression
* see-also *Libido
¢ Psychological aspects,
. The Pill
*Psychologists Ry )
Puberty

20

@



B Y . ™ - - .

R s, s - _ . INQEX
s~ A i , . - Q B
- . Pubilia Asaistance : . - _ 4%
Pablic Health pbgrams = - . s JA3L,
., Pyblic‘Health vom o ‘ -
Yncludep Nurses) -. - o . 8.1*
, - Pablic' Welare el L e 433’
'.':. mdﬂ{uwtm-cy I - kI
A 'ARQC - ., .. . 4.3
M m. - ; , . R . - .3 31.4
Qnditg of Life A i )
see ENVIRONMENT o 5.3
. \“ . -
R . s .
Racist Mjitudes
" see Black communify . ‘ 3311
Radio - T _ 8.34
» Repe . 7.31.12*
Records (clinic) \ E 2.85
Recruitment of patients i
_ #he Motivation 3.72.1
Reimbursements to PP centers agiii3. 1
Religions end BIRTH CONTROL 6.1
. see also KAP studies ' ¢ 3.6l
Reseasgh .
Bic-medical . : 2.6
Y PPPA programs ; 289*
(formerly 2.11.0) .
Sex . 7.33
KAP studies 3.61
*Genetics e . 2.75*
‘Research grants ' _ 3.94
see also Legislation £ 4.4
7 Retention of patients ‘ .
see *Acceptance and continuance 72
see also Emotional, etc. aspects 3.14
RHYTHM METHOD B . 2.13
Roman Catholics . ' . ' 6.11
see also KAP studies ’ 3.61
-
S
Schools
POPULATION s&:AﬂoN - 8.2
Sex education . Lo 7.32




[ SN N
NOEX
S . .
Screenimg and testing T 2.88 _
see also Legal status < 2.75*
. Genetics _ 2.62.1
#Seascnal pattems » ' -3.63
Vaticea Council . 6.11
Senate (U.S.) hearings . : 4.4
*SEQUENTIAL PILL - 21
*Sex and aging ) ) . 7.31.4*
‘Su.cd sexyal relationships 7.
also Emotional, etc. aspeets 3.14
Sex education 7.32
see also Religious views 6.3
*Sex pre-selection : 26
_*Sex roles . ' . 7.42¢
see alao Emotional, etc. aspects’ 3.14 -
Sex research . .’ 7.33
*Sexiam . * ’ 7.42*
Sexual behavior - i , , .13
see also KAP studies N . © 3.61.1*
*Semual modes - 7.31.11*
*Sexual orientation ' . 7.31.11*
Sickle cell screening 2.88
soe also Legal status 2.75*
Genetics . 2.62.1
Side effects
ORAL CONTRACEPTIVES 2.1n1
IUDs, see each type 212 -
comparative ’ 2.12.2
Social workers ) 8.1+
Sociomedical indications for contraception 2.15
Specing of children
1 see Medical indications * 2.15
Spanish speaking communities ' #3314
Speeches - . " 835
*Sperm - T a6l
*Sperm banis : »> 21.1*
Staff training (PPFA) : T 1764
see also Training 3.7
Standards, Medical $2.83
State legislation and hearings 4.34
Statistice >
see Clinic records : (/\ 2.85
us .. N e 5.2
Worid L A 5.1

1
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Sterility *
soe INFERTILITY
STERILIZATION
soe also Legal status
: KAP studies
' Coetcion
*Stilbestrol (DES)
" soe also Cancer
" Studies aad survey} - (
see KAP studies o

T

Tay-Sachs
see Genetics .

Screening and testing
Légal status

Taxes )

TEENAGERS
soe also KAP studies

Population education
Sex education

Television

Testing and screening . -
smniocentes:s ;
pep smears
pregnancy

etc. - .
see also Legal status
Genetics

“Third Child™
(formerly S.61.1)

Thromboembolism

Title XIX (Medicaid)

Training and staffing
Professionals
Pare-professionals
Indigenous workers
see also Education for professionals

Training schools for boys and girls

*Transexualism

*Transvestism
*TUBAL LIGATION - . 23
TV-Radio

i

INDEX
L §

2.2
24 .
2.73¢
361.1°
4333
2.61
2.11.12

1.6}

2.62.2¢
2.88
2.75¢
s43 -
7.31.2°
3.61.2*
8.22
7.32.1
8.34

2.88

2.75¢
2.62.1
3.62

2nn
4.35

3.75
3.75
3.75
8.1
3.32.4
7.31.11¢

731118

- 2.42¢
8.34
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U \ .' \ ? »
Uaemployment ' . © 5.41
Uaioas . e 3.32.1
United Nationd . : 3.81
United States
Birth and growth cates -~ s.21
Legislation - 4.4
Funds for family planning 3.94
Government sgencies ® 4.21
Popul stion : ) 5.2
nmarried mothers/fathers
soe Illegitibacy . 3.22
+ -Unmagried women .
see PPFA policy statements ‘ K2
° " Welfare requirements : 4.33.2
Legal sspects 2.74*
Unmet needs for family plenning services 3.9
~Pawanted children 3.6
- WANTED FERTILITY 3.63
UNWANTED PREGNANCIES ] 3.26
‘Unwed mothers/fathers 3
Urbenization e 5:33
- Urban plenning, . 5.
Use of BIRTH CONTROL 21 .
Sgoithowledge, Attitudes, Prac‘:tfe (KAP studies) 3.61
Y .
Vaccine
ace Immgpization -3.61
*VACUUM ASPIRATION 2.31*
*Vaginal health 3.11.3%
see also Cancer, cervix ’ ' 2.11.12
Vaginal bleeding . 2.11.14
Venereal disease . 3.24
VASECT@MY , 2.41*
VAS OCCLUSION CLIP ' 2.41
Venerea| disease . 3.24
*Vitamin deficiency 2.11.13
*Vitamin dependent disorders 2.62.2¢
Voluateers (PPFA) : 1.45
*Voluntarigm 5.61.1*

q.
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Water (
Weltare departments

see Public Welfare

asve also INegitimacy

Health, Education and Welfare=.
White House Conference on Children

WHO

see World Health Orgenization

Women
Women's movement
Workshops
FAMILY PLANNING
Government ‘
Marriage and sex
PPFA Anaual Meeting
World population .
Birth end growth rates
. Population growth projections
Wotld Health Organization

z - ' d
Zero populstion growth
see Other orgenizations
Population growth
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. . CLASSIFICATION . .

. -
a—

The Kétharine Dexter McCormick J.aibrary Classification has been de-
signed especially for veryycal flleﬁnena’fs in population family planning
subjects, with the various aspects of these subjects arranged by numbers
igdicating large categories. plus decmnal subdivisions of the numbers to
indicate relatedness of subjects withun the larger categones. The
numeral 1. hay been reserved for the internal documants of the depast-
_ments and committees of Planned Parenthood Federation of Amenca. but
it can be adapted for the sume purpose by other agenCies and institutions.
This Clasgrfication 15 used by the Library fot all joutnat artygles and
other docdments in 1ts vertical file collection. and has been ';d_a‘pt‘for

the KDM Librarv's book collection™as well (See p 44)
b .

Who Can Use This Clossification —
ANy population family planning hibrury (an use 119 KD\ m‘w Cl;_:l.
fication. as 1t 1s entirely “tocused wi¥n this heTd However. 1t can also
be used bv medical. public health, healt 1ences, umversity librames,
ar any other kind ot libran th.t My u..nmu:ld within a larger library
collectson a section on population familv planning subjects. . To .allus-
trate, Yhe categorny 2 BIRTH CONTROL might be <et upin a medical
Library within that hibran 's clussitication tor birth con"yl,‘o; its equiv-
alent. 1f the library wanted to include 41l the .\'ubug‘(tk contained therein.
Or. some sections of thigweategor® might b8 integratéd. in- the collection :
according to the librasy s pafticular needs  The same might bé done with
other categories, or sections within them '

M .

All bibliographies and publicutions of the KDM Library cgntain the propeg
classification codd aumber for cacl‘wlv listed, as well as each boak’s
call number Therefore. if vou use these bibhiographies and or CURRENT
LITERATURE W'FA\HK\' PLANNING. the work of classifying and

coding has been doncN - b -
. . v

How to Classify
7

Tg assign the propef Classification Code Number to @ journal article,

. its subject must tirct be deTewined Munyv scholarlv and sefentific

journals provide «n abstract at the hegianing of each article. from which

the subject can be ascertained. Scanning the first few péragraphs of the

article and the con®lusion. as weil, Wil jeinforce the lhibranan’s judg-

ment of the wrticle’s subtecs  The Gtle can also be helpful. but 1t is
not alwavs zeliable ‘

p)

7/

a 2N “

ERIC

Aruitoxt provided by Eic:



’ . . 4

Ouce the subject is determined, it can then be looked for in the Index
(. 5), and, : , should then be written on the top page of the
article. The atticle is now ready to be filed in its appropriate folder and
and in its numerical position in the Veni'cal;file drawer.

D'ofomini;tg the Subject

' Classifyi_nﬁ depends not only on on€’s knowlédge of the classification
scheme in use, but also on one’s experience and perception. Perhaps I

L

can best explain by way of example: An article, entitled, ‘‘Some Factors
Affecting Staff Attitudes Toward Offering Intrauterine Devices to Adoles-
cent Patients,’’ might be viewed as KAP studies 3.61.2 Health pro-
fessionals, as its ‘‘subject’’ concerns a questionnaire survey of attitudes
toward the practice of contraception, thus qualifying it within the defi-
nition of the scope note in the Classification. (See 3.61). Howevér,
the article actually is concerned with the quality of Birth control serw

ices for Teenagers 7.31.21.

The proper subjects and their Code Numbers have been given in this
illustration but the classifier, once having degided on a subject would
then tums to the Index ® losk up, in the first instance, KAP studies or
Health P’mlewonal.to find the Code Number; or, in the second instance,
Birth control services or Teenagers. The inexperienced classifier might
aot know that the. tesmefor ‘‘attitudes’’ is Knowledge, Attitudes, Practice

T (KAP studles) and might look for “attitudes’’, which is also given in the

Index. The classifier would find 3.61 as the Code Number, which, if
searched for in the Classification Scheme, would lead to 3.61.2, under
which-Health professionals is to be found. In other words, the ln‘hx
leads to the Classification, where the full range of related subjects will
be found. T

[~

When reviewing an article like the one cited above for classifying and

coding, ask yourself the question, ‘‘Who is the user of this article likely

to be?’’ In this case, would it be a researcher interested in attitudes?

- Or1, would it Be someone involved in birth control services for teenagers?

Another good pragtice to follow when in doubt is to- check the folder

of a given subject, especially when the article seems to,fall within two,
or more sub)ects To continue with the above lllusttatlon in our

library, this very ‘article was at first mistakenly classified KAP studies
3.61.2 Health professionals, but was discovered to be incompatible with .

the other articles in that folder. On the other hand, it was found to be
relevant to Birth control services !or Teenagers 7.31.21.

) : N O
. 3 £,

b
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ERIC

Aruitoxt provided by Eic:

’ * -

If you have. determined that an article does indeed have two or more
subjects, a cross-reference sheet, giving the article’s title, author,
and Vertical File Drawer position (Code Number), should be placed in
the secondary subject Yile folder. Be wamed, however, that if you have
to do this too often, something is amiss. Cross referencing should be

- used only when necessary wnd use@l It sheuld mot be used as a  way out

of determmmg the exact subject of an article. .
The question of who the user is likely to be can be stated in another

way: ‘‘For what purpose will the user want the article?’’ In the case of
our library, because we serve PPFA Affiliates who provide clinic services
for teenagers, that subject is of utmost importance, and so that gave us

- the first clue. On examining the articles in the folder KAP studies 3.61.2

Health professionals, we found them all to be about studies constructed
in an entirely different way from the study covered in the-article. In
addition, all the studies in the folder were directed towards researchers
interested in attitudes as barrierd to the practice of birth cantrol and
\famnly planning on a regional or national scale, with no reference at all
to birth control services. So, for this hbrary, even a cross reference
was not necessary, although it is possible that in another library one
would have been desirable. It is also conceivable that in a library
having as users researchers interested in attitudes, with no users in-
terested in birth control services, the article would have been properly
classnﬁed 3.61.2 Health pro!ess:onals

In summary, classnfymg depends on one's knowledge of the classnflcatlon

. system; on one’s- perceptno' of the contents of the materials in relation-

ship to that classification scheme; and on one's experience with the

!. ways in which the library’s clients will want to use the materials, To

achieve success with classifying with a minimum amount of error, the
following steps should be followed:

1. ’Read the abstract of the article for content, if there is an abstract.

2. Read the first few paragraphs and the conclusion of the amcle In
difficult articles, you may have to read more.

. 3. When in doubt, ask, “Who is ?he user likely to be?'’ “‘For what

purpose will the article be wanted?’’

4. Check the other articles in the folder for relevancy.

" 5. Once the subject has been determined, look it up in the Index for the

subject Code Number; then look for the Code Number in the Classi-
fication to check on the range of related subjects and/or to locate the
gpecific Code Number you require.

' Y s K
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'CLASSIFICATION FOR VERTICAL FILE (VF)

Explanation: Numeral one (1. through 1.9), covering PPFA’S committees
and departments encompasses the orgamzanonal structure of PPF#
and has not been included in the INDEX, which covers only family
planning subjects. This separation of organizational matters fron
subject materials will give those using the Classification and Indes

greater flexibility and ease n fxllng and in retrieving materials from
the files.

1.43

1.44
Lo

‘145

-

PPFA CLASSIFICATION
PLANNED PARENTHOOD FEDERATION OF AMERICA, Inc.
Annual Report -
Summaries of PPFA activities '
History of PPFA and birth control movement

PPFA POLICY.

PPFA BYLAWS (and Standards of Affnhduon)
PPFA PROCEDURES

PPFA BOARD AND OIOMMITTEES (except Annual Meeting)

National Board (Béard of Directors)

PPFA Standing Committees
Affiliation
Budget and Finance*
Executive
Expansion and Policy »
Joint Planning . *-
Medical
Nominating
Personnel )
Regional®Representatives
Resources*

«

-~ Other PPFA Committees and Advisory Councils

e.g.. Clergymen's, Public Affairs, AGI,
etc., arranged in alphabetical order
Committees related to PPFA
Executive Directors Council
PPFA Attorneys
Regional Councils
Volunteers - q’-



VE CLASSIFICATION

.

1.5
151

'PPFA MEETINGS, conri-:m-:ucss. WORKSHOPS, etc.

Aannual Meeting . "
Annual Meeting Comi.ee
Luncheons
Staff meetings, workshops
- Symposiums, panel discussions
Workshops
(This aumeral is for announcements and memos in preparation for

" the Anaual Meeting. Once the Annual Meeting is over, finrshed

1.52 .

16
1.61

1.61.1

1.61.2
1.62

1.63

1.64

1.65

documents resulting from the meeting will be entered in their
proper subjects and corresponding Classmcatlon némerals.)

Other PPF A meetings, conferences, workshops (Asranged alpha-
betically, by title, or some other identification meanimgful to
you.)

PPFA DEPARTMENTS
Administration
Benefits and fringe benefits
Health insurance
Jobs and job descriptions
Personnel, policy and other matters
Salaries i ' T

General Services
Inventory, furniture and machines
Purchasing
Leases etc. N

Management by Objectives .
Center for Family Planning Program Development
< Technical Assistancg Division
Community
College Chapters ‘ I
‘Field Services
Affiliate Staff
Internship Program
Regions
Staff Training
“Financial Management
Affiliate Audits

Budgets
Liability Insutance A
Uniform Accounting V) 3 :



- VE CLASSIFICATION
- i !
- 1.66 Information sad ulcauon b
1.67 Medical ’ ’
PPFA Medical Purchase Plans
Malgractice Insurance
Medical Research

. . Testing programs (pap smear, sickle cell, etc. )
1.68 Research
1.69 Resources .
Bequests A ?
Campaigns :
1.610 Training
Continuing Education

1.7 Legal counsel, PPFA
Guidelines
Memorandums

18 INTERNATIONAL PLANNED PARENTHOOD FEDERATION
. (IPPF) ‘ : . :

. hN
1.9  ORGANIZATIDNS (other than PPFA)
Arranged alphabetically .

BIRTH CONTROL '
1 Methods, including statistics on use of
11 * Orals .
*Combined pill
*Low dose pill
- *Minipill
' *Pill-a-Month
*Sequential pill
2.11.1 Complications
2.11.11 Clotting disorders
Clot formation-veins, arteries, Lhromboms .
Inflammation of veins — phlebitis’
Thromboembolism, e.g., pulmon’y Lrebral
©211.12 Cancer
Breast
Cervical, uferine, vaginal
v in situ
other grades .
DES (Diethylstilbestrol) *

» 32 o
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2.11.13 w&: aad oQ.t w .
‘ “Astisitis (thewmatic disorders)
* tramsient — temporaiy decrease in blood glucose
tolerance v '
. permanent dhange
Liver Qys{uaction .
Thy ~ imcrease in crculating thyroid hormoae
. Vitamin Peliciency
2.11.14 Uterus i . . -
: Amenorthea
) Endometriosis
’ Fibroids — Qucreuﬁm nze
Menses, irregular _
, Vaginal bleeding ~ undngnosd <
- 2.11.15 Cerebrogascular
S Cerebrovascular accident — cerebral thrombosis
" " Epilepsy
J . Migraine . nd
: Psychic depreunon . »
2.11.16 Eye - partial or complete loss of vision
Dyplopia (double vision)
Papilledems -
. o Retinal vuqﬂa!utz disorders
- 21117 Cardiofascular
- -Coronary thrombosis [
Edema ‘ )
Hypertension ) *
2.11.18 Laetation, effects on

2.11.19 Skin
Chloasma
Hair
Melasma
2.11.110  Delay of/conception after use of orals
2.11.111  Genetic effects of orals
‘2 11.112  "Libido sad depression®
Coital frequency

.
2.)2  Intrauterine devices (IUD/IUCD) !
..(lncluﬂe, with each type, complicatioas of that particular type)

P » 30
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. . YF CLASSIFICATION

2121 by type)

. berg)
. : R ?rz"ﬂ
Loops aippet)
. Polygouas
Rings (Gn(enbetg, Otn)
.Shields (Dalkoa)
Spirals (Margulies) .
’ ) Springs (Majzlin) s
*2.12.2 Complications and side effects ‘ ;
. (Comparstive studies of [UDs)
Pregnancy '
Uterine
» Extrsuterine (Ectopic. qbdommal')
. Blood loss
*2.12.3  Evaluation of IUDs -
‘ Efficacy rates
(Co-pautnve with orals. or with each otbet)

© . 2.13  Other methods (Use separate folder fo: each)
C-Film®*
Coitus interruptus®
Condoms
" Diaphragms
Foams/jellies
Lactation*
Rhy thm
Basal temperature
* Calendar )
Billings (mucus)

3 2.? Contraceptive effectiveness andjefficacy rates (comparative)

2.15  Health reasons for bisth contr
Medical and sociomed,; indications

. +2.16  Contraceptives — production and marketing

2.2 Infertility {gterility)
r¥ie Artificialrinsemination \
%2.21.1 Sperm.banks*

2.22 Counseling (including adopuon)

A Xa}
3 ’ Jl' . o




_ YF CLASSIFICATION -
L] ~ . N -

23 _Abortioa .

*2.31 : Techaigues:
Dilatation and curettage >
° Laminarias
Menstroal Extraction
Prostaglandins o
N Seline
Saction
Urea
Vacuum aspiration ,
*2.31.1 Medical complications (morbidity and mortality)
*2.32 Opinioas; pro aad con (ethical, moral, etc.)
»rAnti;.bomou, incl. ““Right to Life’’
*2.33 Clinics
Pregnancy counseling
Standards
Services, inclading post-abortal coatraception
*2.34 Evaluations (summaries, round-ups, reviews of experience,
statistics)
%2,35 Policy statements (of agencies, medical societies, etc.)

[N

24 Sterilization

*2.41 Male methods
Vasectomy
Vas occlusion clip*

etc.

*2.42 Female methods .
Culdoscopy . "'.‘\
Hysteroscopic sterilization
Hysterectomy
Laparoscopy
Laparotomy
Mini-laparotomy
Tubal ligation

etc. . 8

=
2.5 Food and Drug Adghinistration Policy (FDA)

2.6 Human Reproduct:
Childbirth
Conception .
Embryology and fetology*
“Menarche

q"w
R P




VF CLASSIFICATION

~ Mesopense

-~ Messtruagion® - )

o " Nidation, pes-implantation s ) .
Ovulation® /T
Pregnaacy -
Puberty ¢
Sex pre-selection® &

261 Costraception — Research
Immusology {vaccine) ‘
*lmaplants +
- - Uterine

_ ‘2.62:3 Engineering

2.7  Legal Status T
2.7 Abortion N
.72 Contraception \ -

*2.73  Sterilization -

*274  Rights* / -
Fetal ;

» Hospitals *
Husbands /
Minors '
Nurses
Parents .
Patients (including informed consent )
Physicians

. Unmarried women

*2.75 Genetics *
Engineerning
(the new biology) =
‘Matriage . ’
(prohibition because of age, consangdinity, etc.)
Research

Screening and testing
(amniocentesis, sickle, cell, Ta)}ochs, etc.)
*2.76 Advertising and mailing -

1 %
- S Y-
vy




VF CLASSIFICATION

28 Clinic services '
(Refers to PPFA Affiliste operational procedures, but subjecu
can be used for similar materials from other &(ces )

281 Fees and fee Schedules _

28).1 Medicagd payments ¢ ’ ,/
2.8 Malpractice -
2.83 Medical standards

. manuals, handbooks, guidelines

cliasc procedures S

equipment A
2.84 Evalustions N
2.85 Records (automated, CL 7, National unifom system etc.)
2851 Confidentiality of records .
2.86 Coamplaints .
2.87 Licensing
288 Testing and screening (pap smears, pregnancy,“svelde cell, etc. )

*2.89 arch (PPFA Affiliate programs) (formerly 2.11.0)
+
. )

3 _ FAMILY PLANNING
31 Health and health services

Compreheasive health care
Fertility-related health services
National health insurance

ilo Health manpower
(includes family planning manpower, statistics; projections,
needs, etc.)

311 Women's health
(includes maternal health and health care)
1 Maternal mortality
2 Pregnagcy and prenatal care
A Matemal age -\
as fagtor 1n breast cancer
as fdttor 1n maternal health durning pregnancy
asg factor in pregnancy outcome )
*3.11.22 High rnisk pregnancies k
(includes defigiencies in general hoalth of mother
affecting her and/or the fetus/infant/child)
*3.113 Vaginal health*

N o0

[V RV




- 312
3121
3122

3.12.3

3.13
-*3.13.1
*3.13.2

3.14

32
3.21
3.22

W

3

* VF. CL ASSIFICATION

Child care and hesith
Infant mortality (nponatal morbidity and mortality) =
Birth defects and other birth risks
(outcome 9( factors during pregnancy)

‘(e.;.. low birth weight, blindaess, dgpfness, etc.)
: Aspinn .
Rubella and rubella vaccinatioas
. Sleeping pilis
Smoking ’
Steroids
Tranquilizers .
etc.
Nutrition and malnutrition
(as factors affecting health of women
and/or fetus/infant/child) i

Handicapped
Mentally retarded
Physically impaired

: &

Mental health
(Emotional, psychological, psychiatnic aspects)
(arranged in alphsbetical order)

Abortion ,
Contraception (factors in selection and utilization of
contraception)
Infertility
The Pill
Depression and libido
Pregnancy
Sex !
Stenjagation
Teenagers and contracepijon, pregnancy, sex

Social problems
Crime #nd juvenile delinquency
fllegitimacy ~
' Unwed fiothers
Unwed fjthers
Aid toff am#lies of Dependent Children (AFDC)
(Effects of program on mothers, fathers, and children as
individuals) ~
Poverty
Rural
Urban

y -y
35.4 [V

’

—-—



VF CLASSIFICATION . \
kW, ] Vesereal diseases
328 Battered children
3.2 Unwanted children
Unwaated conceptions, pregnancies®
(effects oa individuals, as distinguished from Unwanted
fertility 3.63, which refers to the effects on birth rates, etc.) ™
*3.28 Drugs and drug abuse*

Alcoholism*®
“Marijusna®
eetcC. ) d &
33 Communities and family planning _ ‘e
331 The Communities
3311 Black community
- Family formation
Genocide
Health
Racist attitudes against
3.31.2 Migrants ’
3313 merican Indians and Eskimos d
3313 anish speaking communities -
rto Ricans
> icanos B
ubans .
tc. ’
*331.5 nese* L
3.32 Organizations, institutions, etc.
3321 Unions
3.32.2 Mental hospitals
3.32.3 Prisons
31924 Youth institutions
3.5 Conferences, sympggia. meetings, workshops
3.51 Statements 1n support of family planning
(abortion. contraceptign. stenlization, minors’ rights, etc.)
36 Sociological Research
3,61 Knowledge, attitudes. practice, (KAP studies)

+ (Polls, surveys and studies of public opiniod
1n general; and the opinions of various seletted
groupl,'by means of questionnaires and interviews)

14




\ad CLASSIFICA'IIO.*
4

*3.61.1 " Public opiajos is m about knowledge, attitudes,

. peactice ol a ; ‘
) s.l % .

brranged alphabetically

. Black community
. Catholics -
- College students
Health professional .
Males protessionals arranged alphabetically

Physicians

*  Teenagers o '
1, Feqily structure
L) Cost of children -

Family income T e
Family size and family size preferences
3.63 . Fentility - -
- Birth order? T A
- * Childlessness A g ' : :
’ Seasonal pattems :
Unwanted fertility (effect ﬂnh rates) .
37 - an&l; planning services .
(Refers to clinic operations required for the dihn&tlm of
comtrageptives and/or contraceptive information, including
abortion, votuntary sterifizstion and infertility services.)
‘71 Administration®, administrators*®
Standards, guidelines, policies®
372 Acteptance and continuance®
(of birth control methods and/or clinic services) .
Contraceptives g
(type of method as (’aﬂorm acceptlnce contmuance)a
s Clini{:ersonnel (as factor) .

Serviges for males "
3na Commhnication and motivatiof* R
(refers to why's, how's, and types of communicationfiother

then media for motivating family plannifg. See 8.

medu materials used in municating and motivating
| T
. Recruitment of patients to pfograms

Dropouts frof programs
_ Outreach programs ) ,
Necruiting the medically lndl nt

- Y '\‘t Q'
. YA 1



. 373 1 * . Do )
m -, o . “- 3
: wl‘ M-l; ) : e
. llduuul programs® ’
Mebile units
.o Postpartum settings
334 ' Coet of services
3.7 . - Training and utilization of -
— e professionals” :
pers-professionals
indigenous workers s
(refers to evaluations of trgining prograns in the delivery .
" of birth control .services.) .
3® Family planning programs abroad
(Refers to specific, detailed plans to deliver family planmng
services 10 a given community oa a 1ocal state, or national
level, already in existence, or pro)ected ) '

a1 United Nations agencies
3.82 Cougtry by country, alphabeucaﬂf
183 ¥ Evaluation of programs (Demograpic impact)
» 39 Family planning psograms — (4§ .A. . }
- (See scope note for 3.8) s
3.91 Onmet needs (Polgar-Dryfoos-Varjs formula)

3.92 Programs, staté by state, alphalletically
: county by county. slphabetically
city by. city, algiabetically
-

3.93° Evaluation of programs
(Demographic lmpact)/ .
3.94 Funding U.S. family planming ., ‘
Government fu s B ' .
adati nds : . e
'_; unt P als .
4 GOVERNUENT POLICIES‘ AND PROGRAMS (Public Sector)
4.1 United States aid’to forelgn countries’ .
4.2 Federal policy-in the Uni&ed States ’ coe .
421 Government agencies )
(Dep;nment by department. in alphabetical order, ag needed)
Appalachian Regrdnal Commission . £,
Agticulture '

) 40




38 Un;ted »
3.82 Couptry
8 $ Evaluati

- (See scope

391 Onmet n
3.92 Program:
3.93° Evaluatj
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3.9 Funding
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VF CLASSIF ICATION

Commerce
Bureau of the Census
Defense NG _
Health, Education & Welfare > Co- 1
Community Health Services '
Maternat & Child Health

. Indian Health -+~ .~

{ .. Migrant Health . .

Centér for Populatlon Research

National Institute of Mental Health .
Cente? for Disease Control :
National Center for Health Statistics
Office of Education

Housing & Urban Development

‘o

3

Labor _ %
Imterior .- :
, .. . etc, L
43 . State and local: govemment admlmstrauon of programs.
4.31 Public Health * b
432 . Hospitals, voluntary and pub‘nc .
4.33 Public Welfare
4.33.1. _Reimbursements to PPFA for services
4.33.2 Eligibility requirements (mantal status,’ umors etc. )
j; 4.33.3 Coercion
4.34 " - State legislation and heanngs
X -%4.34.1 - - Statements at hearings
* 435 -~ Medical assistance programs (TntleXlX-Medlcand)
4.36 . _ Public Assistance Program ; .
. " Aid to Families with Dependent Children (AFDC) -
4.4 Legislation, United States Congress
4.41 - Statements at hearings
45 . Conferences
5.~ POPULATION T _ .
‘51 World L, .
5.10 General statigtics, characteristics, data, etc.
e 'Vital statisticg
o Birth rates - .
: Growth rates :
- ‘Fertility ) - .
s \/ differentials ' / . ' ‘
. ~ rates ’ 2
trends
.o Mortality -
R ” Reproduction rates
.8.12. Projections




VF CLASSIFICATION ] v

5.2  United States : '
: ‘ Statistics, charactensucs data (general)
" 5.21 Vital statistics
e, Birth rates
: ) Growth rates
. Fertility
differentials
rates
o trends .
- + " Mortality
. -+ Reproduction rates ’
5.22° . PI’O]eCtIOI‘lS

5.3 Environment . .
: (Quality of life) :
5.31 Natural‘resources
. Air and air pollutlon
b Food * . : .
l‘aﬂd . . v " ) . . .,
Minerals ] :
b Water and water pollutiop
5.32 °  Education and recreation S ’
5.33 Urbanization ‘
5.34 ° °  Urban planning .
5:35 _ Density ( (crowdmg and ovetcrowdmg) B .-
5.4 % Eoonomic aspects ST Y
5.41 IErployment , unemployment ’ and m:powar
5.42 Econamd.c a:-qumcd ot: :

: £
Population decline - Population characteristics*
" Population gxwth' (Age structure, etc.)

*5.43 Boonomic detarminants of:* . .

Fertility .
5.44 t Cbm ‘md cost effectiveness of family planning programs
5.5 . Omtcnmu .
g 21 Pcpth.tcn, Mu and policies =~ | :
5.61.1 ° by vommrun B , '

5.61.2 by goverrmant mghsures, pro- or anti-natalist
o562 e.9., ooq:mn incentives, bonuscs, Iicensing, etc.

N.qaf.tw, qni.nun Stationary, lem

*5.9 - Population education
. (population materials covering 5. subjecfs on a non-technical '
leygl suitable for elementary, high school and college levels)




r v ‘ - VE CLASSIFICATION

6.  RELIGIOUS AND ETHICAL VIEWS

6.1 Family planning birth control, abortion, sterilization
- (Use separate folder for each subject behind each relng:on )
6.11 . Catholic '
6.12 Protestant (alphabetical by denommatlon) )
6.13 Jewish .
' 6.14 - Other religions *
"~ "6.15 ' Non-religious (pthosophlcal ethical)
6.3 Sex and sex education
. 631 Catholic .
6.32 Protestant (alphabetical by denommatxon)
6.33 "~ Jewish
6.3  Other religions
6. 35 Non-religious (phnlosophncal ethical)
7. SEX AND'SEXUAL RELATIONSHIPS* C®
7.1 Marriage

‘Open marriage
Group marriage
Counselmg (marriage, premantal)

<

7.2 Divorce

7.3 - Human sexuality *
" gender identification*
female sexuality *
male sexuality *

781 . Sexual behavior |
7.31.1 Sex counseling ‘
*7.31.11 ° Modes of sexual behavior*
» (Sexual orientation) .
- Bisexuality*
Heterosexuality*
Homosexuality*
Masturbation* -
Transexualxsm*
Ttan!'west:sm*
*7.31.12 Social aspects of sexual behavior* _ .

Erotica and®pornography* _ .
Extra-marital sex* _ . .-

: Obs;:enit;r
. . " Prostitation’ (Fonnerly 3. 27)
Rape ' | _ "
_ 48

L)}




VF CLASSIFICATION

7.31.13 Medical and ghysiological aspects®
: Male (ejad¥iation, impotence, etc.)
Female (frigidity, orgasm, post-operative sex,.etc.) d

veenagers (Sexual behavior) _
Contraception; counseling; services
Pregnancies; sbortions; childbearing; parenting
Marriages

College students (Sexual behavior)
Contraception; counseling; services
Pregnancies; abortions; chiidvearing; parenting
Marriages . e -

‘Lae aging

»
(SR
—

;
Rl

o Bl B B
pepe
8

.
plepd

v

e B

Tw
(Y]

F ek v ' *

- 7.32 Sex Education : :
Opinions, pro and con, role of schools, church, home, etc.
7.3%.1 Curriculum planning for sex education
' Elementary level (children) —

Junior and high school level (teenagérs) '
] College level
7.32.2 Giides for parents and teachers .
7.33 Sex research o

.

4 Status of women
41 Discrimination®
in education .
in employment
in insurance
: etc.
*7.42 Sexism and sex roles*
as facto#s in fertility
- etc. -
*7.43 " Women's movement %includes history of)

4175 Gaiferences |
' * Marriage and family life
- . Sex )
Sex.education . ¢ 4

etc.




VF CLASSIFICATION

8. INFORMATION/EDUCATION/COMMUNICATION (IEC)*

8.1 Information/Education for Professionals .
(Refers to education materials for the prof essignal on his/her
role in family planning counseling or clinic sesvices, and/or
family planning curricula in professional schools.) -
. Arrange folders in alphabetical order for each profession:
Health educators
Health professionals
Nurse-midwives
Nurse-practitioners (or clinicians)
Nurses
Pharmmacists
Physicians
“s  Psychologists
Public health workers (includes public health nurses
- Social workers '

8.2 Population edtcation
(Carriculum units and teaching guides for the
o teacher/communicator.)
8.2 Elementary school
8.22 Secondary school
823 College

8.3 Communication : :
- .8.30 Information sources e
Bibliographies. directories, etc.
8.31 Publications for mass distribution
832 Audiovisuals* o
Films ‘ o R
. Film strips
Slides
etc.
8.33 Advertisements
Billboards *
. Bumper stickers . .
Posters ' ’

"8.34 Mass media. ' Dol - '
Movies ) e
Newspapers -
Radio .
Jelévision
. etc.
8.35 Speeches and biographies
Alphabetical by author or name
roq .

43-453 S

T,



0.1
0.2

03
0.4
0.45
0.5s
0.6
0.7

211
2.12 .
2.13

.22

221

222

2.31

2.32

2.6

2.62

2.62.1

27

.3

3.1
3.12
3.121

D
irth codtrol

'S ' .

CLASSIFICATION FOR BOOKS

General worky

Who's Who -
Dictionaries, Bncyclopedias
Thesauruses, Books of Quotations
Yearbooks, Almanacs

Directories, Atlases

Directories of population research
Statistics

Annual reports

Handbooks, Manwals

Administration (General)

Voluntary agencies, volunteers and goverking boards
Operational management

Fund raising _

Budgets and_program budgeting N
Computers gpd computer programming

Birth contgol (Genecal)

Birth control methods

Oral contraceptives

Intrauterine contgaceptive devices

Rhythm wethod

Fertility, infertility, sterility

Artificial insemination ‘ o
Counseling childless couples

Abortion .

Sterilization

Human reproduction

Genetics (Eugenics) o
Genetic counselihg = -

"kegal status of birth control
birth .control movement

Family (Includes Family size)
Medical aad social services

Child and Matemasl care and health
Infant and matemal -'ort.lity

o w40



.13 ;l-dcrd" ped®
’ Mentally retarded

Physically hudncnmd‘
3.14 Mental health

3.21 Crime sad juvenile delmquency ‘
3.2 legitimacy Y

3.23  Poverty

3.24 Venereal disease

3.25 Battered children

3.27 Prossitution

3.28 Drugs and Drug abuse‘

3.31  Ethnic communities

36 Sociology and sociological research (General) -
361 Family planning research

3.7 Family planning services
®3.72.1 Administration, communication. motivation®

4

3.75 Training and staffing
3.82 Family planning programs — abroad (General)
3.82 Family planning programs —~ abroad (by country)
_ cuttered by first letter of country of geographical area
39 Family planaing ptograms - U.S.A.

4. Federal government policies and programs in family plmmg

- (includes OEO pohcxes aad progrm legislation in
Congress) . ,
4.3 State and local govemment ‘
4.5  White House Coaference . .
.
.S. Population (General)

5.2 Populatioa - U.S.A.

5.21  Urben.planning »
S.3  'Population — environiiaet (Includes Pollut

5.31  Population - natural resou

5.31.1 Mana adapting

$.32 Population — food .

5.4  Population - economic aspects .,

S5.41° Manpower .

$.7  Animal populations

5.9 Population education*® -

Books for high school cugri
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SOOK CLASSIPICATION

-

6. Religious and ethical views on family planaing ‘

7. Marriage - *
7.1 Marriage counseling
7.3 Sexual behavior (General)
7.31.2 Teenagers and sex
birth control counseling
control services
_pregnancies a

. marriages '

7.31.3 College students and sex

7.32  Sex education (Genetal)

7.32.1 Sex information for children (Elementary School)
#7.32.2 Sex information for teenagers (High School)
*7.32.3 Sex information for ydung adults (College)

7.4 Status of women

8.1 Educition in family planning and Wuman sexuality for professionals
*g8.11 Physicians .

*842. Nurses

e Social workers

*8.14 Nurse — midwives
*8.15  Public health workers
8.2 Curriculum guides in family planning and sex
11 Proceedings (regularly occurning conferences of organizations. /
R except United Nations)

12, United Nations publications, including proceedings
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HOW TO START .
A FAMILY PLANNING LIBRARY

end how %o maintoin it
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Aruitoxt provided by Eic:

STEPS IN STARTING A FAMILY PLANNING LIBRARY

I \fmlly planning library naturally 15 one which concerns itselt with

books. journal articles, reports and other documents . beanng on family
planning subjects. Collecting matenals, whether they are 1n pnint, or,
as they sometimes are. in audio-visual form, 1s a major responsibility for
the Librannan.  An equally important responsibility for the libranian s
to organize the collection 1n such 4 wav as to make these matenals
accessible and available readily and quickly In modern teeminology, the
Library myst provide an information retrieval system

There 1s @ xast amount of printed maternial® now available in fg@ly
planmng subjects, much of which may be authoritative and valuable in
and of itself. but the crucial question 1s whether 1t will he of value to
your library's users A great deal of work. as well as time and money,
15 required for urdenng. classifving. cataloging. and processing mate-
nials 1nto any hibrary or center It therefore becomes necessary to be
selective in choosing what 1s gowag to be 1n your collecion However,
it 1s also necessaty to be objective 1n the ritena vou use for defining
the scope of the collection, and. so. the following are the first steps to
be taken 1n starting 3 family planning Librany or |30rmat|on center

The Library’'s User®

ldentify the user for whom the Library or information 1s being orgamized,
and. then, the potential user who muy find the collection useful once it
has been orgunized Bv identifving the immediate user, control 1n
determiming what 1s to comprise the collection can be exercised intelli-

"gently. selectively, and objectively

To illustrate. 1n the KDM Library. the prime users are the staff members
of the Planned Parenthood Federation of Amenc#® both in the head-
quarters office and in their Affiliates throughout the country: physicians,
sociologists. social workers, admimistrators, nurses and nurse clinicians,
educators. planners. researchers and other professionals concerned with

_the delivery of birth control services in the United States to those who

need and want such services* We. therefore. choose books and articles
suitable for them

However. once the libran s prime user 1s known, both the collection and
the services can be broadened to include others who might be served
equally as well with very little extra effort. In the case of the KDM
Libeary, 1ts services are extended to non-PPFA researchers, piofessors,
writers. lawyers. graduate students, and. with certain restnichions. to
college and high school studehits. s well as to the public generally.

Thus. hibrarv services become part of the public services performﬁd by
PPFA
* See P. 65 for disgussron of Andpo-v:sual materials.

LN
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) ) LIBRARY MANUAL

The Library’s Subjects

*

Closely related to Imovmg vho Qhe user will be 15 the ‘matter of xdq'mfy-- :
ing the hbrary s main subjects. Fer example, comprehensive collections
are maintained in the XDM Libraty in the following subjects, aq of prime

interest and concem to PPFA and its staff:

.

-contracept\ves and contraception fertility research, U S.A.
abortion, sterilization ’ religtons and birth control
’B‘Qﬂlllty artificial insemination history of birth control
family planning programs and services, history of the birth control
USA movement
legisiation and legal status of above edu'cauon and training tn family
subjectk planning services
’ L 4

However, for the following related secondary subjects, the aim 1% not a -
definitive collection, but rather one which will provide a good back-
ground knowledge of the subject matter:

population problems human teproduction
population and environment the family

population — economic aspects human sexuality and mamiage
population and resouices sex and sex education

population i1n the U.S A, family planning research and
- o Programs abroad ..

<« a
Some authoritative book%vemcal file matenals on a popular level
a(lfn the Library. im&ddition to those on a scientific an'd scholarly
el

1 ., 1n order to accommodate all lcvcls'of the Library’'s public.

The kin¥ of selectivity c"utlmcd above l‘(cs 1t possibig-~te have a con-

_centrated, 1n-depth collection. from which sought-for documents can be

retrieved quickly with a high dcg}oe of relevancy and accuracy.

. How to Select Books

The following list of annotated bibliographies published by the KDM
Libsary will be of help 1n choosing books 1n the faelds of population aad
family planning. All of them are obtainable from the Publications De-
partmeRt of PPFA

A. A Small Library 1n Famll);Plannlng for the General Reader (25¢)

Designed as basic hibrany for PPFA Affiliates. this book list is
arranged by the following subjects:

] 5‘
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| LIBRARY MANUAL . .
birth contsl.” ) population .
abortiog ’ . religious views
infertility marriage
sterilization sex and sex education

» .
Publishers’ addresses are provided for conventence 1n ordering.

B. A Selected Bibliography (354) - S
(for-professionals and specialists in the field)

In addition to contraceptéon. rafcrtility, abortion and population, this *
list covers the following subjects:

» population textbooks demographic research
population. U S A family planning surveys
population — economyc¢ aspects familv planning programs
population and environment family planning training

Publishers’ addresses are listed

-

C. Current Literature in Family Planning

Every month this classified review of the current literature in the
field (ncludes both books and journal articles) 18 circulated to PPFA
Affiliates. Te others. suhscription rate s $15 a vear. prepaid. It
offers an basy‘ae!hod of keeping ‘op with new titles in both ooks and
professional journals. Since each book and article .is clasgified by
subject, camulatively it provides a bibliography for each subject for
that year, - Y ‘ : . :
;chuisitions lists of agencies similar to vour own. as well as catalogé
of publishers, can be valuable in learning of new books and documents
in the field. Staff membets and other users of the Library often give
helpful leads.

L 2
1. Ordering of Books
had . ‘
A. Where to Order Books % .
“ . -

Books can be purchased in one q{(hxec; wins: through a book dealer,
* fron»a book store. ot from the book peblisher. depending on the cir- «

(4
cumstances

ol
J

&
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. . LIBRARY MANUAL™S
. n : ; )
% 1f there Ji o special hurry for the book, it should be ordered from a

local book dealer. Consult the clunfled section ol’ the telephone
duecto'y to.hnd one. The advuntages are:

Book dealers usually give discounts of 10% to 25%.,
They follow up for you, let you know if the bo9|( is
out of stock. not yet published, etc. S.
.Jhey are specialists in their field and can be helpful
if there are difficulties in connection withg -
locating the book. etc. ‘V
It sav@s time to pay one bill for several books at one -
. time. ’
1f the book must be obtained in a hurry, buy it from the loca: book
store. The retailer can usually expedite the arder for vou, but for
this service you may have to pay full price, although there are some
retailers who offer discounts to good ustomers.

If a book dealer or book store 1s not avatlable. order directly from the
publisher, whose address can be found 1n the prevmusly mentioned
book lists ot through yout local public hibrary. ps

Some librarigs may qualify for review copies Y their agencies or
institutions publish newsletters. etc. which include book reviews.

To obtain copieh of books™for review. write request letters to the ® ~
publishers. Remember to send a copy of the review.

+ " B. How_to Order Books

. A
Unless there is some need for obt'al'nmg the book immediately, orders
should ba accumulated for stated intervals,"i e.. once a week, ot once
a month. depending on how, much ordering 1s necessary.

[} .
Keep a record of bosks on ordey. either by a carbon copy of the pur-
chase order. and ‘or by an ordere{drd for each book. If cards are kept,
it 1s Nelpfu to_file them according to author. Thus, you can checly to
see if the book has already been ordered in case of doubt. The r@gord
should contain the f6Ifowing information:

Title. aut.hot,’pubhshe.r. price (1f known)

, . _
, L] .
Date of order o )
. .

. From whom ordered v RS

By whom recommended or wanted )

51 ’
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L LY -,
V.Procussing ¢ Book Inte the Library
~ (

1. Assign a Call Number:

(The book’s call numBer 1s its ‘‘address’’ and tells.yvou the book's
position on the shelf by subject and, withid the subject, alpha-’
betically by adthor.)

a. Determine subject of book and give it proper classification number.
(line 1)

b. Assiff ‘‘Cutter’’ letter and number® or e first three letters' in
author’s last name _(line 2)

c. Then. add the first Yetter of the title (line 3)
(Do not consider A, An ot The 1n title )

-~

-

-

Example: . - . .
ADVANCED CONCEPTS IN 2.1 (Subject)
CONTRACEPTION tHo (“*Cutter’ or HOF
Editors F. Hotfman, « . (Titley

1

R Kleinman
.

(If you use the KDM Libran Classification Scheme and the KDM
Library's CURRENT LITERATURE IN FAMILY PLANNING. as well

"
s bibliographies and book lists, this first step bas been done ‘for
't yRu, i.e.. assigring a call mumber)
~ 2 Wnte the call number of the book on its spine.q Labels of aImall
si1ze can be used for this purpdse -
.3. Write the call number bn'the right-hand upper corner of the title page.
4. Stamp title page with vour library stamp (Name of Itbrary and its
address). .
5. Make out proper catalog cards  (See p 70) . .
6. Shelve book in proper place . - .
Further examples and explanation: . » .
361  Westoff. C F. et al . FAMILY GROWTH IN METROPOL-
W4 or WES * . ITAN AMERICA ’
f - ‘ . : .
3.61 Westoff. C F. et al , THE THIRD CHILD
W4 or WES . )
t ] : . ' s’

*See p. $€ tor explanatio® of “"How to Cutter.**
. ~
- ,.41 52
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6. Shelve book "in‘propu p;Iaco. -
8 e e RN
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‘Ausngv.umm.}. R .

These two -boolds by thfgamg authior cover the saﬂgsub]ect a fertility or %
'*amly planning study., fore the classification aumber for both is
"the same: 3 61, Th Cutter”’ numbér :also is thessame for both W4 or - :
WES." Accordmglﬂ, the title-is ‘used to disginguish ‘on€ book, from the
sothet, theteby” uu‘hcatxg‘g each book’s "exdct ‘position on the shelf: THE,
TH‘IRD CHILR, will come after FAMILY GROWTH . R Q‘
e . b . .
Books on Faga’y Plaq,mng %mgréms —mbroad 3.82 are alphabetlzed by- o
cotm‘r&ﬁnd then,,,‘yvnthm the cqmntry, by author.. The Subject js repre-
sented by 3.82, whicl segyes as line 1 of the &1 numGer Instead of
thee- author, ‘as 1n all othér Sub)ects, the country about Wthh the book has
* been writtdn is used to provi th¥ second line of the call number. The .
thud%me is sypplied by_‘he ﬁrst letter mqhe afithor’s last name. :

®?. p¥ o ) ¢
,{qumples. kX~ B&akepjudlth rﬂLY SﬁRUCTUgE IN- .
* -,"°J3 orJAM iIca .
" b

L 3. 82 ,\? *Kpya, Yoshio, PJQERING IN‘FAMILY
2 * v )forjap 7 PBANNING,

ST _R" k7 777 & " “ACollection of Bipetsonthe — T
€ - . A % . FamilgPlanning "Programs and
. N B . LY

.. . Resedfth in Japan

. » 3 A '

N To'determine Whegher a given call numbéet haQ"prevnously been assigned
"to anothier book, use the Shelf List,* _Adjustmeénts must be made so-that
no book has the call numbenof any other book in the library <Once a
book has its qwn call’ number it is-re#dy to be placed on the shelf in Jits
proper sub]ect ‘aid author positipn among the other books.

~ L .
i L
» . T - , .
' % HOW TO "CUTTER" - - o
“‘Cuttering’’ is named after the man who first invenled the system. It
provides for the alphabetical”arrangement by author after thé book’s
proper sub]ec& has been lcitntlflea by the apptopnate classuflcatxon
number. . : . -
( o

_ Thewfollowmg is* an explanatnon of the “Cuttermg system used by the
KDM Library and is given'here for,those who use CURRENT LITERA-
'I’URE IN FAMILY PLANNING and wish to understand how it \done
' »

"See page 72 for q'xplangﬂdn of Shelf Lf‘ﬁ‘ -

.0 (ol
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[ & * ’ ' .‘
The “‘Cutter” number is composed of the fust letter in the author’s last
name, together with a"number added according to- the following adaptation
of a beéry of Congxess schedule .

_If author’s name begms mth a consonant-
Secondletter a e i o r u
Numberis 3 4 S 6 7 8
3 - £

== 1f author’s name begins with a vowel--

Secondletter b d | mn p r stz -
Numberis 2 3 4 s '6 7 8
If you use this schedule, use it as a guide. Be flexible enough in its
use to place the authors on the shelf in strict alphabetical order within
their proper classification, usxng decimals where necessary, as in the
following examples: .

Guttmacher G8 or GUT Scl1wartz S3 orSCH -
Aldous. ‘Ad or ALD Stycos S§7.5 or STY

w

B Austin A8 or,AUS Swartz  S8.2 or SWA
""*"_‘{’; PR s : “*Sweezy S8 3 orSWE

1)
However, it is not necessary to use a “Cuttenng system. An equally
effective method is to assign the first three letters in the author’s last’
name. If ever two authors have the same first three letters, add the fourth ,
letter for proper alphabetical order.

- ' )
"."How To Select and Order Vertical File Materials : '

In additios to books, a specialized library (which is what the family
. planning library is), usually has a collection of journal articles, un- *
publidhed reports jn mimeographed form, reprints, conferenck proceed-
ings, etc. known either as the vertical file materials, or the reprint col-
lection, or some name to indicate that it is not part of the book col-
lection. These articles or documents are housed in vertical file drawers.
T N
The reprint collection is an xmportant resource in the specaahzed library,
as much of today's information must necessarily be up to date, and
journals aresthe vehlcle for current,data °

The following are good resources for acquiring veértical Ale or réprint
materials:

3
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'CURRENT LITERATURE IN FAMILY PLANNING (see p. 50)

As a special service of the KDM lerary,_amc‘les listed in its monthly
CURRENT LITERATURE are duplicated and mailed, on request if they -
are not otherwise available. (10¢ a page) ’

INFORMATION ON FAMILY PLANNlNd

This is an annotated listing of pamphlets ahd brochures available from
PPFA, containing many titles arrangéd in useful categories; e.g., Birth
Control Methods, Infertility, Family Planmng, Marriage and Famlly Life,
For and About Teenagers, etc

FAMILY PLANN&NG FOR PROFESSIONALS o ¢

This is another. annotated listing of pamphlets, -brochures and reprints
available from PPFA, this one for the professional. Its categories in-
clude Ptegnancy Assessment, Policy Statements, Public Policy, Illegiti-
macy, as well as Contraception, Sterilization and Abortion, and others.

Ptofessnonal and Scientific _]oumals in the Field*

If you subscribe to any professional or scientific journals, these are an
important source of documents for the vertical file. The articles cad be
duplicated from the journal, or reprints can be ordered from the author or
journal. Instructions for ordering are usually printed on the editorial
page. The following sample of a"mimeographed postcard (stamped) offers

a convement way of ordqnng these reprints: ‘6
,. | e . " Date ‘
; Pléase-send copy(s) of the following reprint:
"Title
€ Author

.

.

.i/h.ich ;:ppeared in

-

Vol. No.___Date PP.
N . .

Your name

Your address

i ' | ' R

, S v - ®
*See p. 60 .for discussion of subscriptions to perlqdli . N

.
56 e ) P
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. Pm;ssin V‘pniccl File Articles end Documents

S,
Each article or document has to be scanned in order to determine its

subject, after which a Classification Number (see p. 24) should be as-"

signed to it. If you receive CURRENT LITERATURE, each article has
already been classified by subject and given its Classification Number.

*Once the Classxhcatxon Rumber has been assigned, it showld be written
in the upper nght-hand comer of the article, so that after removal from
its folder, the article can be returned easily and accurately. [t is also
highly desirable to stamp each article as belorging to the library and to

enter the date received. ,

Be sure the article has printed on 1t the journal of origin and the date,
or, in the case of a proceedings article 1n mimeographed form, the date
and the place of the _conference. Most journals now print this information
at the top of each page or every other page, but some do-not, and it is
vital information, without which, the article will not-have much value at
a later date. )

Physical Aspects of The Vertical File

Printed and mimeographed articles, reports. etc., are kept 1n
folders placed in a file druwer.

Each folder should be laubeled clearly with the subject, and
- Code Number, of .the articles contained 1n that folder. :

Provide 4 guide card» for each subject heading.

Divide the contents of u folder when ubout ten or more items
for @ sub-topic accumulate. For example. one might start with
a general folder The Pill. Complications 2.11.1. If enough
pieces of literature are gathered on thromboentbolism. they
should then be separated out of the general folder und set tn
one entitled. The Pill. Complications 2.11.11

Thromboembolism

Each fale drawer should be provided with a card on the outside
of the @rawer indicating the first sublect '‘Code Number and the
last subject/Code Number housed 1n that drawer. File drawers
have holders for such cards. !

-

‘Example:
’ Family Plunming 3.

Unwantéd Children 3.26 h

4 . . l] s‘(; 3
S | . AN
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It is wise 10 paste or staple clippings to an 8- x

file. For a full collection of these, you can mhu;n’be p.‘,-a_'t_!-ippjﬂt
service. Be sure to delineste specifically and clgady. ! ‘subjecty’ Yo
want and the geographical areas o be covered, of yqu -xﬂfh’o delngod
with more items than you will be able to handle. of" witling %5 ¢
Clipping services are usually expenuve It my uM just.’

magazines for items of interest.

keep theém from getting crumpled. They are al.#ueasw_. e
accessible o the user when treated this way: . They cad bq wq
subject in the vertical file. Use a separate lolﬁet Idbdled Ncwqpm:
Clippings in @sch subject. R

However, |f you scan only your local papeu. ‘ w‘mnek QQ, keep l)e
clippings in a holder os binder in chronolo;n;pl bdqrfbx lhe,yea{, “They
can be put away quickly without clas51fymg~ thelf.,;,tld che Qure are
not usually that many articles during the. y!a: aof; ~too dxfflcult to
sift through them qulckly to find, the amde yau wamz, ' L

-.rr

A good way of reducing the qumbcr of .umcizs you hayc tu look duouﬂn '
when trying fo locate dn amcle is to k;:ep. wo t}mdem in on,of which
the Poppletion asticles are Kept, covening’ (oodnm;id popul‘ahon. us: .
population, ‘whtural .fesources, etc., and; in: lhe:o!‘her. Ftnhfy Planaing, ‘_
covering contracepyves.: conuacepnve re:en:dw &bottum sterilh‘oon
family planning serwqes 'c(c‘ .Be s;.ue'(o la bel quh binder mth subject
and year. et '

a'a
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How %o Solgt Puio‘ihls -

In a small library, with limited staff. the number of periodical sub-
scriptions should be kept to no more than 25 to 35, because periodicals
are extremely time coasuming to order and to handle. They should be
carefully selected ding to the needs of those whom thedibrary
serves. In the cad® of PPFA Affiliates, this means pumarily PPFA
Affiliate staff members, i.e.. nurses. nurse clinicians, social workers.
physicians, planners. researchers, etc.

The follo'mg list of penodlcals provides a basis for an Affiliate
collection:

ADVANCES IN PLANNED PARENTHOOD ($19.50, quarterly) 4

Excerpta Medica

228 Alexander St. '

Princeton, N} 08340 - .
‘MR“f:m AND GYNECOLOGY ($34.50, semi-monthly)

The C. V Mosby Co

11830 westline Industnisl Dnve 4 o»
St. Lows, MO 63141
AMER. ] OF PUBLIC HEALTH (830 .00, monthly), N ,

" Journal of the Amencan Public Health Assn - Inc
1015 Eighteenth Street, N . W
Washington. DC 20036

r
CLINICAL OBSTETRICS AND GYNECOLOGY ($30.00. quarterly)
Medical Departmgnt - LR
Harper & Row, Pubhs\ers Inc. .
2350 Virginia Ave. ' (

" Hagerstown, MD 21740 .
THE FAMILY COORDINATOR (815 0U. quurterly)
The Nationsl Council on Famuly Relations
1219 University Avenue, Southeast
‘Minneapolis, MN 55414 -

FAMILY P[ANNING PERSPECTIVES (bi-monthly)
Planned Parenthood Federation of America
Research Development Division

The Alan Guttmacher Insditute

515 Mudison Ave @ :

New York. NY 10022 ) 4

: 0




. - iy ] - 3
. . f
‘t'

4
-
~

¥

S—

- -

LISRARY MANUAL

FAMILY PLANNING/POPULATION REPORTER (monthly)
A review of State Laws and Policies

Plasned Parenthood Federation of America .
Research Development Division - e /
The Alaa Guttmacher Institute

1666 K Street, N.W.

Washington, DC 20006

INTERCOM ($18.00, monthly) »
1754 N Street
Waghington, DC 20036

JOGN NURSING (J. OF OBSTETRIC., GYNECOLOGIC AND NEONATAL
NURSING) ($5.00, bi-monthly) .
Medical meﬂlent -
- Harper & Row, Publishers
2350 Virginia Avenve -
Hagersiown, MD 21740 . '

Qv L3
¥ 4

J. OF REPRODUCTIVE MEDICINE ($25.00, monthly)

Medionl Media Associates. Inc.

P.0. Box 98 . . ’
Palatine, IL 60067 )

MEDICAL ASPECTS OF HUMAN SEXUALITY ($25.00, mogthly) = -:-. 777 %
Hospital Pybjications Inc. . : .
609 Sth Ave. A s

New York, NY 10017 "~} /

OBSTETRICS AND GYNECOLOGY ($18.00. monthly) .
2901 Byrdhill Road N
Richmond, VA 23228

OB-GYN NEwS (S34-L), semi-monthly)

Physicians Intematioaal Press Inc. ‘ L
12230 Wilkins Avenue . N
Rockville, MD 20852 e

WASHINGTON MEMO ’ e
Planned Parenthood-World Population ’ o
1666 K Street, N.W. - . -
Washington, DE 20006 GU

3] )
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2001 S Street, N.W. .
Weshingtos, DC 20009

m ON POPULATION/FAMILY PLANNING
The Populstion Council .

245 Park Avenue

New York, NY 10017 s

SEXOLOGY
200 Park Avenue
New York, NY 10017

NEWSLETTERS (No charge unless indicated):
ASA NEWSLETTER ’
Assn. for the Study of Abortion

120 West S7th Street

New York, NY 10019

AVS NEWS \

Assn. for Voluntary Sterilizetion

708 Third Avenue N

New York, NY 10019
EMKO NEWSLETTER
12 Menchester Avenue
. Louis, MO 63143

Palo Alto, CA 94304

GETTING IT TOGETHER

Youth & Student Affairs Program

Planned Paregthwod Federation of America
810 Seventh Avenue

New York, NY 10019

SIECUS REPORT ($15.00, bi-monthly)
Behavioral Publications

72 Fifth Avenue

New York, NY 10011

-
. ..‘

L
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°

- Ordering end Prmuinj"'uio‘i.cds . ‘ -

There are agents who order periodicals for librafies, but they rarely take
customers who subscribe to only 25 to 35 journals. They charge a
percentage of the total amount for their services, but they &ave both
library staff time and money: they perform all the clericul work of
ordering and follow-up; and you pay by one check once u year.

Howev€r, whether you order yourself, or use un agent for ordering
periodicals, a record of each periodical #hould be kept as follows:

1. Title of jownal _ / :
2. Source (agent or direct, 1.e., publishet/addre;s)

3. Renewal date and price

4. Fr.quency of issue, volume number

5. Receipt of issue and date

’

There are special cards for this purpose. which cun be purchased from
suppliers. The KDM Library uses DEMCO 33-554. which can, be ordered
from DEMCO Library Supplies  Special drawess for these cards are
usually necessary as they will not'fit into regular library cutaiog drawers;
but for su few ']ournals you cun 1mprovise some gort of box to hold the

cards. )
: T \

After a journal 1s checked 1n us noted sbove. 1t should be placed on the
shelf 1n strictly alphubetical order It 1s wise m provide holders (€'.g.,
Princeton file), as they presetve the journals. and thus substitute for
binding joumals, which would be more expensive.  Some perniodicals
(ike Ob-Gyn News) because of their format. should be laid horizontally
on the shelf. And some penodicals can “*stand”’ on their own, like
Clinical Obstetr.cs and Gynecology  Some ncwsle!(&,s are hole-puncéhed
and cun be pluced 1n threesholed binders

No matter how they are placed on the shelves. whether 1n holders or on
their own, be sure to leave enough space for o quarterly journal, more
space for @ bi-monthly, more fur..n monthly ., etc

63 ) .
€l .
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am‘l'y,b two related decisions bave to be made about periodicals:
).whether to bind; (2) for what period of time to keep back copies.

(1) Binding is desisahle, but not netessary if holders are provided.
The advantages of binding are that the periodicals are always in
thetr proper chronological order and theré's no danger of having a
copy_missing. But holders are almost as good and much cheaper.

)'

(2) PPFA Affiliates should feel themselves, responsible for having . .
complete sets of any of their own perniodicals or those of PPFAg

a. Famnly Plann;ﬁg Perspccuve:s . .
b. Presnden't's L.ener (now discontinued)

c. Family glanmng/Populauén Reporter

d. Washington Memo

e Getung It Together

In other words, the hibrary of any orgunization or agency which produces
publications must hold itself responsible for keeping 1n 1ts collection
all of those publications, und full sets of periudicals, if any are pub-
lished by the urganization or ageacy. For PPFA Atfiliates, that means
.all PPFA periodicals must be kept from Vol. 1 No. 1 until publication
ceases. ’ ’

iV’ 4

s

*
All other petiodiculs should be kept for two years plus the current year.
Quartlrlies can be kept longer. if necessary, as they take little foom on
the shelf. while 1t may be impossible to keep bi-weeklies or weeklies
as long as a yeur. Judgment must be used 1n lLight of the needs of your

I\

And. of course, pertinent articles from discarded periodicdls can be
chpped and added to the vertical file. l ‘

particulat staff und Librany audience

=3
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(A)_ M-ludw-h e ¢
5
. _Audto-md n(enals (also called non-print materials, software or ,
. media) are as much a part of hbrary collections as are books,
- petiodicals and reptmts Common audiavisual fomats include:

+ 16 mm films
8 mm and super 8 mm films
slides
video tapes and v1deocassett\es .
charts and flip charts

overbead transparencies

audio tapes and audiocassettes N -
i po_sters . ) ,
games - . ’ - ) .
Realia €.g.. a box of varfous contraceptive methods v
models ‘ -
multimedssn (a combmatlon of any number of the above, usually Py
h an audsg and a visual component). e.g. self-lns(rucuonaf
packages
) A ]
- # -
. . -

Small librariexofgen have only u fey audiovisual materials because
stme fnaten&‘:te expensive, but &ince many audiovisuul maserials
may be borfowed or rented, they can be used without being pur-
chased. Borrowing (from u local library or state health department)
or renting (from g film lending servide or a film distributor) allows
you to use a film. for instance. a fgf times at much less cost than
if you weie to purchase the film the same use and your library
does not bear the financial burden of out-of-dute materials. Loan or

_rental catalogs may be acquired from libranes and distributors.
Rental psices are approx:métely 10%, of purchase prices.

s Because wudjovisual matenals ate assarted si1zes and shapes, some
though( must be.given t0 appropriate storage facilities to make the
best use of your space and to provide easy access to the materials.
Many audiovisual units contuin more than one format (e.g. a filmsyip
with a phonograph record), and should be stored with all the pieces
(o;glher, in one cobtainer if possible (\ - ) P

6 ' . .

»

O

ERIC

Aruitoxt provided by Eic:



LIBRARY MANUAL o o 4

- .

. . Egquipment
° .

Some types of audiovisual matenials tequire adgitional equipment for
use (e.g. film-and filmstnp projectors. audio tape gecorders). Your
libragy may house this équipment. 1t may be keptlelsewhere in the
agency. or your ageacy may share purchase with another agefhy.
Equipment may also Be rented. and as with other materials, occas-

ional rental may be M‘scmomical. In addition. you will not have
to worry about equipment maintenance und repair. '

Audiovisual equipment frequires: . .

1

&

Secure storage space

-

. Maintenance - you can change & bulb, p{ovld&‘l ada‘lptKr for
3-pronged pugs. or clean thé lenses. In other situations the -

equipment gretlor can prdvide maintenance services.

. .

' ]
- Written instructions for use taped to each piec@ of equipment

(keep veadors’ instruction mgpuuls filed together-for further
reference) ’ .-

Training for each user of cach piece of equipment.
. ' . . .

Additional 1deas which we have found valusbe

) Co
1 Visual matenals may & projected on w MEhi-coloted wall and ,
elimingte the need for @ screen RN . 'y
) L ,*. . -
2 Most audio systems are easily sduptable to the use af single
mulliple headphones 'so that they miss b used in-areas_1p hic{'
there are other actiyities. .\ . ) -
3 Equipment %av be” msved on rolling carts which bwvide both
L4 M 4 ..
; l(ag\.;portdn'j/n umd o (abl.e for use exuctly \lhjm v want .t
. .. o v T
-— . - “ U
(B) How 16 Select and Ozdor Avdiotisual Materials . |
‘. . - “ : . .
Audiovistdl matenals gre u,(dc-‘i-d ditectly from the distrnibutor by
%:Xer & ahpurh 8¢ examined or “previewed”’ prioe to p‘lr(‘l’}us’(’.
B e mote expensive?the item, the.meote importan? the preview. Dis-
tabutors “have various presiew policies. but mahy wiN allow
- ? . . 2.
preview with intent to purchate uf no harpe. .ch‘eus chiurgend renjul o
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mate@is must, be ordered..bﬁt can be retumed, if unsausfactory W
.;.,.“ Souxces of mfomatxon ahout audnovnsual materi ﬁs uft:lude Coa Je e
> ,su:cus mzpom (blmonthly, $19.00 per year) A~ s
v Behavioralt Publncauons R ' N
72 Fifth Avenue C Kis . :
New York New &ork 10011 S o ¢ -
‘GUIDE TO FILMS 2 "' ' o e ) '

»

Publications Departmgnt A
* Planned Parenthood Federation of Amer‘ca lnc _ s .
810 Seventh Avenue , o f Ce

New York, New York 10019 o LT P
. ) e ) L X . % ) i
FILMS, by Apn G* Appletorwand Patricia N. Bardigk ($2.00)
- Planned PareXthood League of Massac&usetts ' 'y
: b

93 Uhion Street LF P ) : Co® w
Newton Centse, Massachusetts 02159 : ’

. Catalo' of filmstrips ' . ﬁ * ‘e
VY'.V Guidance Associates . . : - '
. 757 Thidd A}fenue :

) 'N'ew York, New York "10017 -

J Catalog of films " I K
" Perennial Education ; ? " . .
-1825 Willow Road, . o I . o
’Northfleld Illmoxs 60093@= : 8 - ' - s
E ":';_'State dep_anments of health B ‘ “ h '
. Pharmaceutical companies ‘ _ s
) Pt Ao by A
K. (_C) Processing. Auduovnsuol ‘Mo'en‘oll . . . PR
- Most llbtanes store audlovxsu .'matetial,s‘ s(;p'laslately from books and
A dwlded by format - for examp . b
- .
‘ fl‘Ims(m cans in a rack in'a cupboard E . *
. - filmstrips and phonogiaph records in lérge‘containers _ e
v filmstrips and. audiocassettés in a small con.tamet '
. - transparencies in a vertical file - :
models and dlsplays on shel» es " P )
: e . 28 . _
o »:Storage contamers. cupboards shelving and rolling carts are avail;
' - able:from Gaylord Bros. and DE\dCO Educauonal Corp (see FURNI- X :
TURE AND SUPPLIES page 82). . : #
| 7 .. .00




'uskmv'wmt&xfg T . “r ‘,
- k . 'S if\.:'_.'

v f{audiovisu-al materials which require ‘eﬂuipmcnl',fo? use (p.g., films,
audiocassettes a video tapak) can be*shelved alph_abq,tically' by title
sor by acquisition’ number (the figst film ¥ybu pdfgs number 1, the

" second is number 2, etc). Other materials n()t'requi’r' m.«chine_f_é’

LS I
_“pre@entation mag be (élassxfnedbecaus'% browsing at lhe: storag&ared
) .xs possxble C P ~ o
P * ' K . ’ I * . ]
. lmporlanl steps in protessmg any audlovxwd] item include:
. l 1. Label item d.nd Cﬂ\ldlner with -
r) L s
o A Appropnaleﬁm&r, if. dny . e '. 4y
E b. Title of item, if.not obv : .
'ﬁ c. Ndme and address of your h%y g - .
’ d Running time —
o . ¢ .
s " .
2.1 mulriimedia mdncale,whdt is in ¢ . container .on the out-
» side. 4t makes a dnfferenqr in equi menl used whether a film- -
_syrjp is accompanied by a phon rcpw%, an audiocassette,
R ’ or both.. ) - -
. ., )& ;! ‘ . «
3. Make out proper (nalog cd;dq " (see page 74). ¢
‘ Q 4 ° a
.‘,‘ v .
4 Sht.lVL |lem in proper p'ldce . . A
X ¢ s W . o
Y > e "
& :ﬂ ” ; .
. L e F .
s [ Yy 5 " N . " [
M ' 5 % S s 3
LI s .
. o .
- ° : ®
. .
a ‘ L ¥
k & I :i 9 » r% : .
g " vy % &
& - L
" ¥z . i‘#s . i Y. I
T ‘ ";"‘ ? 3 . v l'?’ Y s
‘g, g ‘!& - .
&, & - & @
5 ¥ v
$ e e e .
{See p. 72 for caralog cards for audios v sui :I ma@?ml\ . D
- .
See p. 75 fo-r subject acCesss s & L o
e : SO e, e B
.l S e
See p. 77 for pohr\ on Icndmp“\ e @ " o
. . i, . .ﬁ . 4&: : S and : ST @: L .
o » 4 X fad 68 YR ) C . » ]
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Once the books and docufﬁéms are coliebted it is necessary to have

‘‘entries’’ into the collection. "“O\ course, the®Classification itself
s!nes as an entry, inasmuch as the classified placement of a book pn
the shelf, or the journal article in the vertical file mukes its retrieval

possible by subject;. However, 1t does not make retrieval possible by

particular citation.

The most important tool for gaining -access to the hWy's contents is

the card catdlog usually composed of author, title anM subject cards,
R~

.Since. in the small llbran" we are describiog, <&{l‘ready have entry by

subject through the classification, only an author curd catalog is useful

enough to compensate for the time necessdry to create dnd maintain one.

An author card does not take too 'much, staff time, while providing an in-

valuuble new way of gaining access to the*librury’s collection of book.

and non-book materials. With {1) the classiﬁed subject arrangement of
books and documents; and (2) the author catalog, we have two ways of
finding information: either by subject or by author.

Cards for books can be obtained from the Librun, of Congress, but they
have to be modified for cach library’'s use. . For the small libragy that
does not have a consistent staff, simpler cards can be used. These
are especially easy for the volunteer or the amuteur becuuse the specific
information required for cataloging books is clear and detailed and needs
only to be filled-in correctly. They are not ‘“‘authentic’ library catalog

cards, but thev ure most serviceable for unyone mdndglng a llbmry on a
limited budget.

Sample Author Curd for Books: ‘ ‘ ) /

Call No. | Author : .

i Title

City

Publisher ' M

ﬁ ~ Date ot Publication
"

Subject

~. - c T ) T

\
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Sample Author'.Cgrd for V
VED No. | Author __ :
—— o e -
] Title
1 Journal . ’
1 Vol. No. Date pp P
. b ) o
e

There are rules applying to the number of cards that need be provided
where there 1s more than one author to « journal article or o book. How-
eveglin the gmall library, 1t (€ practical to provide a card for the flrst_“_
au’tt:)r only, unless one of the other authors i1s importaht to vour col-
lection, e.g., Christopher Tietze, Charles Westoff, Fredenck S Jaffe, or
ome of your own sta#ff members. Then. o second author card should be
provided for the catalog . . :
1 S '
The best referefice for filing rules 1s: R ‘ -

.

ALA RULES FOR FILING CATALOG CARDS
Second Editton Abridged, 1972 5 -
} $2 30

This volume 1s avatlable from:

~

Amernican Libtary Association

» L4

S0 Eust Huron
Chicago. Hllinois 60611

2 ‘
y ' *

. °
8 e
. by i~y
‘v °
N A
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The Shelf List

The Shelf List must be constdered as o kind ot catalog, wthough strictly
speaking, 1t 15 not  Rather. it 15 wn arrangenent of the book cards by
call number. pluced 1n the exact order o5 the bouks they represept are
placed on the shelves 1 e by subiects {the Classitication subrects and,
within each Subject. alphabetically by author . - )
N L0
The Shelt List 1t wme ot the most importaat tels n!'xh't* ‘hb;gr’l_a;n”' Iv ey
used e
e

I To ascermran that oocal! nun ber betane wasigniagit U ¢ new bouok,
N = - ) s

-

hon aot been rasued previausy .
-

> .

2 To find what kind< ot beok s e i elvied < lass, which 1_\'@]\_4:'1&1.
inunderstanding ahat booke s uld be asgiened the same Clagsie
treation number

[ %
3oTo wnve woree sty ot puhin e and pabl e date ond cost 08
ht . o L e .
[ RN - ‘e

e im '\‘ - _- . .

. Y
3 T tellhorva mann g b nien hok '.h\ NHran owne AT

’ 1 * . . . ;

“ . . v o PN N
To tind how =ans books e Dhrats Jdeady has 16 a given olasse
+ .

a

B To take the wnnuas et cad thas 1o see 1J_-.m\ b(')()ks“.'igrf‘ .
missine The shelt Losr voan exact meoord of all books that have
ever heen ;nl..rud on the Shelves, even '.huugh thyy may be missing
from the <helt the ime ofanvent. ny oot e e

R
T maeanran o Shelt st \Hv»l? List cand muast bt' udL‘ Jout for vach.
Book wf the Time ot proces~inyp e book iate the Libran T‘hv Shv:lf L.rs&.‘
card Should contarn e evira bt o aatermation about t8e book: s’
price wid the number of « opres ! the 'b-.'r-i'n_ 1t the hibrany uﬁn\* fMwore than
one  The cards Roeid be hept i catalog drawe S next ,'n the! dv\k of the

Bibtanan a1t~ teaidy o \/\H( \ u-\un‘~ BN . ."' Qf\ .
{ . . . : ".“ .}S

o V. ETREE toe

S / . RS B

Catalog Cards for Audiovisuol Materials, - & - 7 -0

. o . P . R g v
A separate card catidog sheuld Bomaan saned tor .:Lrax«w.x\udl ’hd?.t.lé.\ ’
vt hase un “authotl in the sense
that hn)k\ 1»,1’ ‘N’r'.uh.u: attioie~ fo the Ky e \x\u.arl\' z;u;rdvd b‘ l'l(ll:
Cards ¢un be = e endt e aad matertals aind \huu.&‘ m-dudc- a mk‘v
(..rd_ _v\ghmt lht Lard oard ;r‘w o1 mere sohee ot ¢ ‘nd.\ r>va pdg(‘ T ”:;

Since .:udna\xs.x.a. malerrals atfen o

~ 72' .“"\'.'..’“.‘.' o "."f :.

N .
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your library stores wudiovisual matenials alphabetically by title, the
title file can be separdted from the classified materndls and used as a'
shelf list as well. thereby eliminating the need for an additional card
for the shelf List In a verny small collection of sudiovisual matenals
10 which 1tems are added very slowlyv. o looseleaf notebook of desc nptive
mfomutlon with . sub)ut index might be more appropriate
v
On each title card of entry 10 vour notebook. vou should include:

I "Format (F Film. FS Filmstnp, V Videotape. ct¢ at -!ho‘head of-or

in place of the "‘book number’ or. 1n this cane. "'film number’’ ot
“filmstup number’) : : e T
2 Title
3 Pmducer, uhd distributor, 1 different
. - ‘__ . . . R R “ ..-.
S0 T 4 Audience fevel e olemeatan . ad adolescent, o adult,
T : y L.'_pn_) essional . /
R h LT E
. o =0 »j'. . . N
B Q.o\(‘ p&m hase and rental
~ . N ]
. o _,)‘ L . “ ‘

-‘.*aphxsu’dl dvsuxptmn

N
<

T LA Films mnnm;{'{me 1h[m or Bluck und white (wrrﬂen “&@0.4)

0

’
g = lomm or Supégﬁmm suund Jot sx}e'\t
' . ) s e [ ’\.‘ :
b Fn-n\trxpc sam« < films and mdl(_.u s,pund format. v'e . audio-
¢ nswuc- .)r phum)(‘u brd. etc M, T
o] . e )R " . :
S \rxdnot,ﬁp( @f’ s.ne R ul."“\ p g -n.mon on»tdpé‘ ﬁorma‘ 1n-
- - udj:g size %.Asuro; u} inc M\ %’“&hmhor teel or (awbt!e
\‘ X 2 - . r' Ty “_"_ :
L g e ~
. = q C:b.a(h\ ,,?;ﬁ“\h ( u_; :,ng( \, < o!or ur b&\\ s1ze
LS ‘; 'a"\\ PR
T - Y ) a t : ) \
IR o ‘Audio® ": %‘3\ ‘nd .dms m'\'\m{ .lmo dise or (dpe or cdssette,
CET 's-)-_}(* dr speed. ster s \)r 'r«mgx one’ . (wn smq o .
P X ‘-'4' ‘; : . T e ) - v
ust ,.nmb‘{- g,f pww(\ Ysize. J»xms K $

R A ‘ Co
¢, &

.‘- Das‘;‘fr)bv »IHV m‘dbwp’\i&mg "‘%«tt"ﬂ uf},\ud\ &% mstructor's manud

B ot work shied y e . )
N 2 t L
v 7 . S
. L - 3 k1 o
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8. Content information (particularly important for itéems not easily
examined) Descnbe 1n a sentence or two what the item 1s about
and whom 1t 1s for .

9 List the subjects which best descnbe the item (see lList on next
page) For instance, the film ABOUT SEX could be described by
“"Human Sexuality *" and ''Adolescents’” These would then be the
subjects under which’ ABOUT SE.X 1s listed

10 Number of copres !

Sumple Title Card for Audiovisuul Materialg

. . . . Ny
Format Title 2
ot
Numbet
Producer Dictributor
’
Dal(-.r Phy sical Desonption
Number Contents S
of 1
Copres
: ¢ .
Cost Purchaye Rental .
, ! ) Audience level: ¢ ad 4 p (circle one or more)

(List subject selected on bauck of card) -

. - | q

I you'wodma like more information. NON-BOOK MATERIALS: THE

ORGAXIZATION OF 'INTEGQRATED COLLECTIONS, by Jean Riddle

Weihs, Shirley Lewis -and Janet Macdonald (1973) 1s most useful It can
be orde beeom -

The C‘anadwn:i'_{ﬁmr\ Association
151 Sparks Street

Ottawa. Ontarto KiP SE3 .
Canada :
o ’ han JENY
N R |
: : LN e -
- . ’

O
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. Subjects for Audio-Yisvel Materials

Subject access to audiovisual materials 1s possible in two ways:

Make a duplicate of the title card. and add the subjcct between the
title and the top of the card All the information about the 1tem 15
immediately avatlable

Or

For each subject heading. make a sepagate card or looseleaf note-

book page list title and format of all eaudiovisual matertals con-

cemed with that subject. You will then have to refer to the title
card or page for a complete description For a small collection
this would ‘not be inconventent. and it would eliminate the typing
of additwnal title cards ,

The subject headings assigned to a particular 1item should describe that

item

The foHowing subfects would be wseful in describing family plan-

ning matenials. and,véu can add other broad categones as your needs

dictate. . \_,(\

-

Abortion ) .
Adoledrent s
Contgaception

(various methods can be listed separately)

Counseling

Family Planning

Genefic Abnormalities

{names of spocxh( ones can be used, e .. Sickle Cell Anemia)

" Human Sexuality !
Population . ) -
Reproduction e s

Sex Education

Stenlization

(Vasectomy. Tubal lagation can also be used separately)

Venereal Diseases )

\

-,

18
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. Libeary Policy

Venry often we are asked whether «n Affiliate hibrany should allow ats
materials to go out on loun  Our answer 1s always o firm uneygun ocal
NO Contrary to popular opirion. hibrary matenials ate rarely tukeg with
malice afurethought More often thag *not. books disappear when users
place them on their own shelves lu‘xnfukvopmg and then torget about
them  There 1s nothing so lost as®u torgotten book mispldced un the

wrong shelf

\'er\cx- realize how much <taff time 1s required to follow up on
n yoks  If the buok 1s neveg returned. which huppens more uviten
than one might think. there s dddn?onbl Staft time that has tu be spent
on re-ordening the buak  Even more {mportant, too otten in the field of
population family planning. the book cannot be replaced

The following s the policy the KDM Libiary toliows
1 Books dre loaned only to PPFA <tuft members

2 Out-of-prnt Dooks are never loaned to unyone under any Coo-
ditivns. but can be used 1n hibran e

3 A record 1s kept of ol books on loaa For the KDM Library. this
mimeogtaphed card has worked rather well .

. ~

Call No- Date

Tatle i . A ﬂ

~ Authot L4

Botrower

Department

Phone Ext A

KDM Libran . :
/ . PPFA

- il

. ‘ » \.~_ .
4 Once cven fwo weeks a reminder 187%ent to each borrower. Bor-
rowers hate bee® mast responsive to these memos. ’

;.\;'c‘t'.n'.ai,hh- materials are never loaned. As a service, however, an

micle will be Xerox'd for the use of stutt megbers. .

6 Otstders can use the hibrany facilities, but S«n NEVER borrow
books. or any other of 118 materials

~

. L
o t o
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Audiovisual matenads an particular should  be subrect ta Crrclation
restnctions  Maty are’ expensive and casihy damaged  Who uses them,
and where, becomes un important part of libran policy A great amount
of time 18 required to nspedt and (lean Taterals wfter use. thas, 11 Ty
be wite policy to permit only Staff 1 use audionisual Tateriale Libra-
nes which loan sudiovisual matenel~ atten Charge o tentul fee ot §5 00
or $10 00 to heip detray the expense ot t,;-unmg aftd tepaining matenals
It 1s better policy to have o Stutt membe®pn with the item 1 use 5t and
to take care ot it As tor wudiovisua! cgupment. that <heald NEVER be
loaned unless wctompanied by w Sttt peraon

Because o small collection ot wudica taual fatertals 1o fren oan Rreat
demand. it 1o good policy R have STl feserne aadios ida!l ~aterials
tand equipment an advance ot us A day by dae dendar or resen ation
form such as the following mav be used .

AUDIOVISUAL MATERIALS RESFRVATION

ftem o Tarle

Fl)fﬁ‘,.‘[ ,.x P (',.V\ \ .

* ., _—
Reserved. Duate o) f’:x Up . Crik here when
§ D ke dd up
Datee ot Retarne _ Che i here when
) et rned
A\l
Nan » . - e
Depatmen! 7/__ _— l
Purpose __ . __ .
s
. o T

Todaw s Doy

- \

Nove that the LanG ot pickedp ond feturm are ndiCated rather than the

use date Rhen che frem jeates e Dibrae G when o seturne are
Important tor turther ~cheduling TRhe sesenvation b aiso mecords
frequency o0 ugg ot sarn o Mems wad cnus provvdes oo bass o additiona]
putc o B 4 . o
»
|

\ 77 3
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X111 Reference Books Y

) All ltbrary matenals. both book and non-bouk, d@fe 1n o ven real sense
‘reference’’ matenals in that they are sources of information. wund this
is especially thue for the SJ)t'tldlll('d hibtany’s h\mks Yet there s
always a group set aside in even hibrany as relerence works because
they ptovide quick and hundyv answers to Certdin que stions. in the main,
those that do not require research coointerpretation Such reterence
books include dickionanes. directones. atlases bibliographies. bio-,
y;ruphleQ (Who's Who  etc | and many others well known enough to be
omitted from ¢‘51d0mhun hege

The following are particularly usetul reteresce matenals for a tamily
planming - population librany o

-

'l)c mogrephic Yearhook  Unite -d ‘i.mnns Annual
. C «;mle_.a-(ln\n of world population statistics .
Availeble trom  Interationad Puablications Senice
. T East 12nd Streer
New York ANY 1““1(\'

Statistical Abstract of the Unired States U's Dept ot Commerce,

Bureau of the Censas  Annual. ' 4
. Yeurly report of U8 population statisbios chagactenstics ogd other,
useful population information
Avatlable from US Government l’rmh\ Ottic e -

Supenntendent of Dacumenrs
Aacmiagton D C 20402

-

The World Almana ‘w Yoin  The New Annual
Contatns U S and

general reference book

‘orld populatios facts wnd figures Also. a good

A alable trom Newspape: Earerprrse Ak ociation

230 Park \venue ’

New York NY 10007

1200 Wes: Thard Street - )

Cleveland Ok 33113 .

-

PnE'unatm'\ william Petersen. New Yurk  Macmiiiea, 1eTs 4
Because of 1ts excellent index and 4 lear exposition. this textbook
cenes well as o dictionan of tamly piaaning and population terms.
Avatlable lgem Ma millan Company )
866 Thid Avenue

L : New York New York 10032
L ]

O
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Poupulation Fam Plunning Thesaurus  An Alphabetical and Hierarchicul

Display of Termf%awn from Population-Related Literature in the Social

Sciences. By Caroline Luca®®nd Margaret Oshurn (Wapel Hill, NC

Univ of NC. Carolina Population Center. 1973 286 pp pap SIS OO0

Clanfies terminology 1in the field b\z*‘zmn how 10 06 being uced®s!
Lton

Availuble from  Technical Intormat ervice

. . »
Cuarvling Population Certer
. University ot Nerth Carolinag
Chapel Hill NC 27814 !
—
s .
Multilingual Demographic  Dictionan English Sedtuon Papitation

"Studies No 291 NY UN Dept of Ecororic wnd Sedial Attarr., YUSK,
Reprinted 1970 UN publication Sales No F 38 XU+ 81oo
Explains terms used in Qemography o
Avatlable from  United Nations, Sale- Sedtion

\
. . United Nutions Plaza
New York. NY lo01T
> onal Demographic Terminoloy et Lamg Mannar
International f"‘ugf sphic Terminology  Fermibiny . Family | funning. and
Nuptiality, By F Grebenih and A 10 Licge . Belgium Intemationai
Union for the Scientitic Study of Populetien 1471 S3 Pp pap  $3 00
' Designed to atd 1n the traaclating ol demographic tevts Supplements
the UN Multilingual Demagraphic Dictionan,
Avarlable trom laternidional Umion jor the S wentitic Study of
Population
S Rue Forgeur .
OO 1 eve Beiguur '
"
N
T
»
- [
»
T .:’s
. ELUNVILIN)
: N :*.n f«
- * f.,‘:";.‘. ,‘
“ ] \k} _;;-{ '>‘; ¥
- [ 4 , T M
= # o~
. a . ’ "
‘ 1 . (\
-
. . i
£ ]
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-1 . LIBRARY
2 j brary Stoff "-‘:?_(__' '
' o

A 1xbrary can be started with,but one stack of shelves wi
and with onsl file of drawers with few articles in them, ﬁm ‘
" started, and should not be starred, before there is someone W
librarian. W itis expected to yxeld not only books but also artié
other pertinent information on demand, & hbra' fequires effxcxent httle
systems which must ‘be maintained consistently, or the entire big systgm
will fall affast rathe'r Quigkly. Someone must be designated responsxble fog
the, contxnulty of thée oﬁ@fa" cmg, »

.The’ I(bfanan need not be pro(essxondl “¥ut should be someone committed
- to the exciting business of orgam.{mg man's knowledge so that it can be .

recalled to'serve him at. d}ater stime. Depending on the size of the col- #

lection and_ the needs of’ the ‘organization, such a person may work only -
aseveral hours a day or a week, or full time, but there must be someone,

Ty who understands the necessity to follow through on the.time-consuming

“outlined in the foregoing puges. else there is no use starting, for
it] @me to n..ught _ .

? - .

o ST . - .
oy lerar)‘ Space ‘.... . ‘ . o

s S R .
As for space, common ‘nc should be the guide, but for those who

want something more specific, the mugic number is fourg There should
be four feet in front of 4 file, four feet between faeing gdcks'four feet
“of spuce in front of a desk (six, if it's available), or aropnd a geading
table. . y o 2 o B

. .

To allow for growth, shelves. shuuld be ‘only twgthirds filled with one- "

third left free.  Also to allow for growth if you ‘have one stack of
shelves, there should be room for another, ‘ete. It may’ take a long time
to decide to start @ lhibrary, but once Started, it grows very. fast. f}gure
on one-third gruwth in i year, and p]un shead for five years.,

~To utiljze space to the tul!ut extent, @ mix of different. heights and

" widths of shelving*is a good 1dea, 1if pussrblt Seven feet high'shelving
might be used against a far wall, six fe¥h high shelving for building
cubicles, . and counter height \hxlnng cun, be used for free Standiiig

4

1slands, ™, or. lo pattition o corner of the library.
B

The w:d!hs of the shelving might be mlud tou, to make for flexibility.

Sometimes 30" wide shebving can be placed “f{;h 36" shelving to fit in a

" space that two 3677 stucks of shelves Mmld not fit mto Although thete

arrangements to form

are vartous depths of shvhmk' the 1077 shelt s one th.nt will be suitable .
v D Yoo -
R T Vo
. . - i ' e
: P ‘ oy I

L
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for a wide variety of book sizes. The counter height shelving confes’ in
~ wider widths — 16’’ deep, 86" wide and 42’ in hexght because of xts
very nature and the way in which it is used.
. . LR
The librarian’s desk should be in a position from which cc;ntro'l over
the library can be éxercised. “Some prefer to bewat the 'door, but the far,
corner of the wall opposite the door gives one full vision also, and,
‘addition, allows the hbranan more “‘elbow’’ roomﬂ
1 '\ K "

p matter how you cﬁoose to dn‘.ange the hbrary, be sure to provxde’ for a
smooth traffic flow. Don’t place the card Cdsog next to shelves that .
w:ll be heavily used, or some other busy plage.” Tables for stl&dy (or the
one tablg, if that’s all there is) should be in a relatively quiet g.art of the |
library. Think of all possible ways before settling on what yOu{fhmk will
work best for you ‘and the users in your library. A good way of.doing this

is to lay out a diagram in scale; e. g, ‘&' = 1'.- Anyone can do if, and it
. is very worthwhile doing. ‘ . ' L
" Reference: Plannipg the Special Library, Ellis Mount, ed. s

SLA Monograph #4, 1972, $8.50.
Available from Special Libraries Association

\

’;‘{ : - ’ . i 235 Purk Avenue South ' _
” R o ) _ New York, NY 10010 .
/. Furniture and Supplies -~ |

) i - R o o _ N

f.laxbrary furniture and &upblus (curds, brder blanks, guidé*card‘s, etc.) -
can be ordered from the, followmg compames All will supply catalogs

upon request % "
: . ¥ - :
" BRO-DART, Inc. .. The HIGHSMITH co.,
56 Earl Street- ... © . P.O. Box 25 .
Newark, NJ 07114 TR nghway 106 East L ¥
(201) 242-7500 * Fort Atkinson, WI 5353
‘ (414) 563-6356
' ~DEMCO EDUCATIONAL CORP™ © _ I
Box 1488 ; «.. SPERRY UNIVAC
Madison, WI 53701 ' """ Library Bugeau Division
W (608 2445641 . - 4 (Furrtiture @nly) ¢ ...
T L ' 801 Park Avenue .
BAYL.ORD BROS.. Inc. 3 Herkirfer, NY 13350 *
Post Office Box 61 S  (315) 866-1330
Syracuse, NY 13201 S - ,
B15) 457-5070 o _ R
. N I
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abortion * .
P

&
anti-natalist

birth control

birth rates -«

. eonception

contraception
-3

cost e.ffectiv nes
(of family i
programs)

" excess fertility

family planning

. Ce S R BESRER
LA .‘“GLO;SA%' R OF TERMS -~

the expulsion of the fetus before 28 Qeks from

cofeption (gestation is considered tdube the

_ namber of weeks gince the first day of the last
: menstrual penod even though the length of the

actua] pregnancy may be two weeks less)
®

.tefexp to measures calculated to lower fertdlty

pf poptlation

the conscious -use of any practice to pregent
conception or fetal development before birth‘ or
the conscious use of meagures to overcome an
mabnhty to conceive . «w

nimber of live blrths; in one year per 1 000

-p?pulatlon

the femhzatlon#ﬁy female ovum by a male

sperm
refers to medsurvs whlch .are taken in order L9
prevent conceptlon as a consequence of sexual

intercaurse or conus-

: R .
monetary of ,other return per unit of investment

resulting from the reduction of ufwanted fer«

tility by eans of famlly plenning programs.and
services’

see unwanted fertility S
the conscious determination of conceptiod o1
timing df conception by means of decisiahs -as

to . e
MV 2
1) whether'or not to have ei‘flldten, f' :

(2) how many chl?dlen to have, S
3 \Yat m,tervh &Lumc between te’
" cllildren,

(4) what methods to use to: space wanted
children; . r ‘

(5) what meth6ds to use to prevedit unwanted
pregnancies or blrths -

- '--{6) what steps to take to overcome infertility



_'GLOSSARY’ . - . N

¥ .o i N . - . - .

fecundny L S e physiological ability :o reproduce .

fertility . the tu.altnumbér of bifths for one wdman ora

: : group of women {cohort fertility) .

fertility control _ see birth control e .0

fertiliy rate mgxber of live births in-one &ear per. 1000
W fethales of childbearing age, 44 usrxaily,

(considered by some to be 15 - 49) . '_. E
fertility ratio . the‘numbér of living childrén under five ears

"of age per 1,000 women of childbearing age
(usually 15 - 44, §dmetimes 15 - 49)

- - 0
growth rate percentage of increase or decrease in a popula-
) _tion reflecting the difference between births*and
deaths; plus the net migration
_infant mortality all deaths in the first year of life
infertility . infertility exists when pregnancy has not
' occurred after a year of foitus wnthout cont‘-
ception
[ .
population control involves central decision by government or
. similar authority to regula&e overall population
size and/or rate of. Chdnge whetfier by voluntary
or involuntary means . ® (
pro-natalist refers to measures calculated toarajse fertility =

0

L
xl . ¥ a '
reproNuction rate (net)  the aumber of daughters that wil be bém to
) : 1,000 new ®orn gemalesq if cggrrent rates of &
mortality and fertlllty remain unchanged (a net
reproduction rate %f 1,000 woul reproduce
_ enough dayghters to e‘m(ily replace the cffrent
numbers o, mothers)

of population Py ®
s LA

: .9 O e
stable population one in wRich the propdion imgach age group
N ~ remains constant (not a population of constant.

size, but one whose growth %is at & constaot’
rate, which cin®be m’gative & zerqgas well as
P - positi¥e) .

L L £1 e
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e eﬁo;;nv

sterilization surgncal operation, designed to render the
. person undergomg it mcapable of begettmg or-
) _ - “bearing chxldren _
3 . ! - ¢
;unwanted fe";tilioty ; bmhs which would not have occurred if th‘b
s g . mbther or father, or both, had Ween:able com-
pletely to €ontrol ‘their fertility througﬁ'eﬂecuve
contracéption, abortion ,de::or.stenlization e

unwanted pregnancy * see unwanted femtility and apply to pregnarﬁ_':.ies

and b hs' c- ] . - ‘ ' ’

volyntarism . famaly plar;nin'g' in which all decisions are,made
., by the indivrdual’s own free chdice
%

e

Based 0, the folloﬁmg authonities ia the field: ' v
T , :

U.N. Multilingael Dempgraphit Dictignary. 1958 IUSSP Intemational
DemographiiTerminology; Wilkam P@@rsen, Population, 3rd ed. 1975;

American Society*for Study of Steﬁlxty ‘PPFA stdff members. AR
© ) . 4 ¢
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xﬁe‘ va’v Q{ thg boohs and articles recently pubhshed in

u'nﬁi{y"pl’mnu{g ,{*Each 1S summuued ot abstracted. Pub—

per Year, pr.p.nd

4

Pub. 1972.

; professionals

100 for $25
j Pcmly Plom\mg fof the General Reoder. No 103

; offbaniga books  Lists key resources in populdhon'
b1l‘!h~ #&ﬁ{ﬂ)’l uﬁk s&ur(mrm infertihify. abortiof terilization

evi®ed 173 17 pp 4% 97 Smgl' copy 25¢.

R

p‘ﬁl %owfomaly Planning. No. 100.

anyuﬂrr-ﬁnenud bouks. booklets, pa’n,)hlel\ and articles. Also for
'.‘3 rdfirgader or caurnculum use 3 x B 32 pp. Single copy free.
¢ tt:;é 2100 tor $10 :

: Fd Uy Ptonmng for Professionals. No. 105

.. ,ﬁ«w&s mku 5 and artteles of aterest o administrators, ('lm.l('mns,
edye o osocral workers and otMRrs gn freaddy plunning wnd related
fles&ﬂs ISn‘lc copy free S0 tor So 100 for S10

”"WﬁoFlms No. ’09 : ’

(,d*!logu( ot hlma film strrps. and shdes om popylation, family planning.

V#C.I[H)ﬂ for m: arn. age. human eprodyctn amd Shidbirth Information on
« e rpntal through PPEFA and soyrces 51 purc huse ﬁmglo{_ copy free SO for -
"_,‘Sb 100 for $10 ‘

"“Order by both pitle ond puvﬁbcv from:
Plonned Parenthood Federotion of America, Inc.

B10 Seventh Avenue, New York, N.Y. 10019 8‘:



